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PART I. GENERAL 


The county office will make entries of basic data on farm com- 
putation sheets and transmit the original and both copies to the 
State office. The State office will check the allotments and yields on 
the farm computation sheets and make and verify all computations 
thereon. Wherever possible, errors made by the county office in 
making entries on farm computation sheets will be corrected by the 
State office. Farm computation sheets which cannot be corrected by 
the State office will be returned to the county office for correction. 
The second copy of farm computation sheets which are approved 
by the State office will be returned to the county office. 
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The State office will prepare and compute applications for pay- 
ment, check the names of applicants against the Register of In- 
debtedness, determine the rate of deduction for county association 
expenses, when a representative sample of farm computation sheets 
for a county has been approved, and transmit the original and two 
copies of applications for payment to the county office for signature. 

When applications for payment are signed by applicants and 
certified by a member of the county committee, the county office will 
transmit the original of the signed applications for payment to the 
State office. The State office will examine signed applications for 
payment and will list the serial numbers of suspended applications 
for payment on the copy of the transmittal sheet which is returned 
to the county office. 

In order to facilitate the handling of the work in connection with 
the preparation and computation of farm computation sheets and 
applications for payment, the county committee should designate 
one person in the county office to be in charge of such work. Such 
person shall be directly responsible to the county committee and to 
the State committee for the proper handling of the work in con- 
nection with forms under the 1939 Agricultural Conservation 
Program. 

Members of the county committee and all persons working in the 
county office should become thoroughly familiar with the instruc- 
tions contained herein and with all other pertinent provisions and 
instructions relating to the 19389 Agricultural Conservation Pro- 
gram in the North Central Region. Deviation from these instruc- 
tions will not be permitted. Any question relating to the procedure 
to be followed should be referred to the person designated by the 
county committee. If such person is unable to answer the question 
satisfactorily, the question shall be referred to the State committee. 
If the question is not covered by the instructions contained herein, 
such question will be referred to the Director of the North Central 
Division by the State committee. 

No changes or corrections shall be made on any form used in 
connection with the 1939 Agricultural Conservation Program unless 
such changes or corrections are specifically authorized by these in- 
structions. When making any changes or corrections, draw a line 
through the incorrect entry in such a manner that the entry will 
remain legible and insert the correct entry in the nearest available 
space. 

As used herein, the following terms shall have the following 
meanings: 


1. Transmittal means all farm computation sheets or appli- 
cations for payment which are transmitted from the county 
office to the State office or from the State office to the county 
office at one time. 

2. Lot means all farm computation sheets or applications for 
ae the farm numbers of which are listed on one sheet of 

—10. 

3. Lot number means the number assigned to a lot. Such 
number shall be the same as the sheet number of RF-10. 

4. Farm number means the minor civil division code and the 
farm number assigned to a farm. 
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5. Party in interest means a person who is entitled to a share 
of the soil-depleting crops, other than sugar beets, or the proceeds 
therefrom at the time of harvest, or a person who contributed to 
the carrying out of soil-building practices. 

6. Suspended case means any farm computation sheet or ap- 
plication for payment returned to the county office from the 
State office for correction or in connection with which additional 
data, certifications, or corrected forms have been requested by 
the State office. 

7. No payment application means any application for pay- 
ment with respect to which the total amount of payment com- 
puted for an applicant is zero. The total amount of payment 
computed for an applicant means the net payment computed for 
such applicant and entered in Section IV, item 2 (c) of NCR-826 
and in Section V, item 3 (b) of NCR-327A. 


The numbers and titles of the forms to be used are as follows: 


. NCR-309—Listing Sheet. 
2. NCR-317—Farm Report. 
3. NCR-317b—Supplement to the Farm Report. 
4. NCR-325—Farm Computation Sheet. 
5 
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. NCR-326—A pplication for Payment for One Farm. 
. NCR-327—Application for Payment for More Than One 
Farm. 
7. NCR-327A—Application for Payment for More Than One 
Farm. 
8. RF-2—Report of Indebtedness. 
9. RF-4—Suspension Sheet. 
10. RF-5—Transmittal Correction Sheet. 
11. RF-7—List of Persons Eligible to Execute an Application 
for Payment with ara to Only One Farm. 
12, RF-8—List of Persons Eligible to Execute an Application 
for Payment with Respect to More Than One Farm. 


13. RF-9—Transmittal Sheet for Forms —------- (To county 
office. ) 

14. RF-10—Transmittal Sheet for Forms —------- (To State 
office. ) 


15. RF-12—Record of Indebtedness. 


PART II. PREPARATION OF LISTS OF NAMES OF PER- 
SONS ELIGIBLE TO EXECUTE APPLICATIONS FOR 


PAYMENT 


In order to assure the use of the proper application form, to assure 
the inclusion on one application form of data for all farms in a county 
in which a person has an interest, and to aid the county and State 
offices in maintaining adequate records, two lists of names of persons 
eligible to execute applications for payment must be prepared in the 
county office. The first list shall be prepared on RF—7, entitled “List 
of Persons Eligible to Execute an Application for Payment with 
Respect to Only One Farm.” There will be listed on RF -7 in alpha- 
betical order the names of all parties who have an interest in only one 
farm in the county. The other list shall be prepared on RF-8, en- 


ef? 
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titled “List of Persons Eligible to Execute an Application for Pay- 
ment with Respect to More Than One Farm.” There will be listed 
on RF-8 in alphabetical order the names of all parties who have an 
interest in more than one farm in the county. These lists will be 
prepared as soon as the card file for the county is completed. 


A. PREPARATION OF CARD FILE 


In order that the county office may have adequate records from 
which to prepare RF-7 and RF-8, a card file must be prepared in 
accordance with the following instructions. 

As Forms NCR-317 are completed in the county office, check such 
forms against the master office record form to determine that the 
names of the parties in interest as shown on NCR-317 agree with 
those opposite the same farm number on the master office record form. 
If there is a discrepancy in names or if there are names on one form 
which do not appear on the other, determine the facts and make 
such corrections on NCR-317 or the master office record form as are 
needed, and enter a check mark (\/) to the left of the farm number 
on the master office record form. After Forms NCR-317 have been 
reconciled with the master office record form, prepare a 3” by 5”” card 
for each person whose name appears in Section I, column (b) of 
NCR-317 and below whose initials in Section V, column (b) a 
percentage entry has been made. There shall be entered on each of 
such cards the minor civil division code and farm number, the name 
of the person for whom the card is prepared, the number of farms 
in the county, the number of farms in other counties in the State, 
and the number of farms in other States, with respect to which such 
person is a party in interest. The number of farms in other counties 
in the State and the number of farms in other States shall be entered 
in red and blue, respectively. If the owner or operator of a farm is 
represented by an agent the card shall be prepared in the name of 
such owner or operator and the name and title of the agent shall 
be entered on the card beneath the name of such owner or operator. 
If the owner or operator of a farm is an estate the card shall be 
prepared in the name of the estate and the name and title of the 
administrator or executor, or the names of the heirs of the estate, 
as the case may be, shall be entered on the card beneath the name 
of the estate. If the owner or operator of a farm is an incompetent, 
the card shall be prepared in the name of the incompetent and the 
name and title of the guardian shall be entered on the card beneath 
the name of the incompetent. Cards for persons acting in other 
representative or fiduciary capacities shall be prepared in a similar 
manner. Enter the notation “O. K.” on the card prepared for each 
person from the NCR-2817 if (1) such person has not refused to sign 
the NCR-303 for the farm, or (2) the NCR-817 does not bear a nota- 
tion that the farm was visited only for a program other than the 
1939 Agricultural Conservation Program. 

When substantially all Forms NCR-317 have been completed, 
examine the master office record form to determine the number of 
farms for which Forms NCR-317 have not been prepared. These 
farms will be represented by the farm numbers on the master office 
record form opposite which no check mark (\/) has been entered. 
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Determine whether for any of such farms any person having an in- 
terest therein has filed a proper request for inspection for any farm 
in the county. If so, prepare NCR-317 in accordance with the in- 
structions in NCR-815, reconcile NCR-3817 with the master office 
record form, and prepare 3’’ by 5’’ cards for the parties in interest 
whose names appear on such NCR-317 as in other cases. 

Thereafter, prepare cards for each person whose name is listed on 
the master office record form opposite farm numbers which have not 
been checked. Do not enter the notation “O. K.” on cards prepared 
from the master office record form. 

After cards have been prepared they shall be arranged in alpha- 
betical order. There should be as many cards for a person as there are 
farms in the county in which such person has an interest. To de- 
termine that the proper number of cards have been prepared, count 
such cards and compare the total obtained with the entry for “farms 
in the county” as shown on each of such person’s cards. The cards 
for any person who has an interest in more than one farm in the county 
shall be arranged in order by minor civil division code and farm 
number. 

The cards shall be divided into three groups. The first group shall 
contain the cards for those persons whose names appear on only one 
card, which card bears the notation “O. K.” The second group shall 
contain the cards for those persons whose names appear on more than 
one card, all of which cards bear the notation “O. K.” The third group 
shall contain (1) the cards for those persons whose names appear on 
only one card, which card does not bear the notation “O. K.” and (2) 
the cards for those persons whose names appear on more than one card, 
one or more of which cards do not bear the notation “O. K.” 

If the card file has been properly prepared and if the notation 
“OQ. K.” has been entered in accordance with these instructions, it will 
be possible to determine from the card file the name of each person 
who is eligible to execute an application for payment and the farm 
numbers of all farms with respect to which such person may execute 
an application for payment. 


B. PREPARATION OF FORM RF-7 


RF-7 shall be prepared in duplicate after completion of the card 
file. The first group of cards shall be used in the preparation of RF-7. 
The State and county code, the name of the program, the name of the 
State, the name of the county, and the sheet number shall be entered 
at the top of RF-7. The number “1” shall be assigned to the first sheet, 
and subsequent sheets thereof shall be numbered consecutively. 

Enter in column (b) the name of each person for whom only one 
card was prepared and on which card the notation “O. K.” appears. 
Do not enter the name of any person whose card does not bear the 
notation “O, K.” 

Enter in column (c) the minor civil division code and farm number 
for the farm. The minor civil division code shall be entered first and 
separated from the farm number by a dash. For example, “2-146” 
will mean minor civil division number 2, farm No. 146. Enter in 
column (d) the number of farms in other counties in the State in 
which such person has an interest. Enter in column (e) the number 


6 INSTRUCTIONS—MISSOURI AND WISCONSIN 


of farms in other States in which such person has an interest. These 
figures may be obtained from the card prepared for such person. 

‘As names, minor civil division codes, and farm numbers are being 
listed on RF-7, enter in column (a) the serial number to be assigned 
to the application for payment which will be prepared for each person. 
Serial number “1” shall be entered opposite the first name on the first 
sheet and serial numbers shall be assigned consecutively to the other 
persons whose names are listed until a number has been entered oppo- 
site every name. The names of coowners or cooperators shall be con- 
sidered as one name and a serial number shall be entered only opposite 
the name of the first of such coowners or cooperators, as the case 
may be. 

‘The original of RF-7 must be transmitted to the State office 
either before or at the time the first transmittal of Forms NCR—-325 
is forwarded to the State office. The copy of RF-7 shall be retained 
in the county office. 


C. PREPARATION OF FORM RF-8 


When RF-7 has been completed RF-8 shall be prepared in tripli- 
cate. The second group of cards shall be used in the preparation of 
RE-8. The State and county code, the name of the program, the name 
of the State, the name of the county, and the sheet number shall be 
entered at the top of RF-8. The number “1” shall be assigned to the 
first sheet and subsequent sheets thereof shall be numbered 
consecutively. 

Enter in column (b) the name and address of each person for whom 
more than one card was prepared and on all of which cards the nota- 
tion “O. K.” appears. Do not enter the name and address of any 
person if one or more of the cards for such person do not bear the 
notation “O. K.” 

Enter in column (c) the number of farms in other counties in 
the State in which such person has an interest. Enter in column (d) 
the number of farms in other States in which such person has an 
interest. Count the cards prepared for such person and enter the 
total in column (e). These figures may be obtained from any one of 
the cards prepared for such person. 

Enter in columns (f) to (i), inclusive, the minor civil division 
codes and farm numbers listed on the cards prepared for such person. 
If a person has an interest in more than four farms in the county, two 
or more lines may be used to list the minor civil division codes and 
farm numbers for such person. 

As names, addresses, minor civil division codes and farm numbers 
are being listed on RF-8, enter in column (a) the serial number to 
be assigned to the application for payment which will be prepared for 
each person. Serial number “7001” shall be entered opposite the first 
name on the first sheet and serial numbers shall be assigned consecu- 
tively to other persons whose names are listed until a number has been 
entered opposite every name. The names of coowners or cooperators 
shall be considered as one name and a serial number shall be entered 
only opposite the name of the first of such coowners or cooperators, 
as the case may be. If no person in the county is eligible to execute 
an application for payment with respect to more than one farm, an 
RF-8 shall be prepared and the word “None” shall be entered thereon. 
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The original and first copy of RF-8 shall be transmitted to the 
State office at the time RF-7 is transmitted. The other copy of RF-8 
shall be retained in the county office. 


D. CORRECTION OF FORMS RF-7 AND RF-8 


Since the purposes of RF-7 and RF-8 are to assure the use of the 
proper application form, to assure the inclusion on one application 
form of all data for farms in a county in which a person has an interest 
and to aid the State office in maintaining adequate records, accuracy 
and completeness of these forms are absolutely essential. If changes 
or additions are necessary after RF-7 and RF-8 have been forwarded 
to the State office, the county office records should be corrected and 
the State office should be notified promptly in the manner hereinafter 
set forth. 

If it is discovered that one or more names were inadvertently 
omitted from RF-7 or RF-8 a supplemental sheet of the applicable 
form listing such name or names must be prepared. If a name was 
listed on RF-7 when such name should have been listed on RF-8, it 
will be necessary to prepare a supplemental sheet of RF-8 listing the 
name and address of such person, If a name was listed on RF-8 
when such name should have been listed on RF-7 it will be necessary 
to prepare a supplemental sheet of RF-7 listing the name of such per- 
son. In either case the word “Supplement” shall be typed above the 
title of the supplemental form. Otherwise, the form shall be prepared 
in the regular manner. Serial numbers and sheet numbers shall be 
assigned in the same series as those used for the regular forms RF—-7 
and RF-8. For example, if the number of the last sheet of RF-7 was 
“35” the first sheet of the supplemental RF-7 shall be assigned the 
number “36.” If the last name on RF-7 was assigned the serial num- 
ber “1219” the first name on the first sheet of the supplemental RF—-7 
shall be assigned the serial number “1220.” 

More than one name may be included on the same supplemental 
form. A memorandum indicating the reason for the inclusion of 
each name on the supplemental form must accompany such supple- 
mental form when it is submitted to the State office. In those cases 
where the change involves the transfer of a name from RF-7 to RF-8 
or a transfer of a name from RF-8 to RF-7, the memorandum shall 
contain a request that the State office delete such name from the 
previous list submitted to the State office. Hach memorandum listing 
corrections to be made on RF-7 or RF-8 shall be headed by the refer- 
ence “Re: Correction on RF-7” or “Re: Correction on RF-8,” as the 
case may be. 

Tf it is determined that a person whose name was listed on RF-8 is 
eligible to execute an application for payment for a farm or farms 
in addition to those for which farm numbers have been listed on RF-8, 
the State office shall be advised of such fact by memorandum and 
requested to insert the farm number for each such additional farm 
on RF-8. No supplemental RF-8 should be prepared in such case. 

Tf it is determined that a person whose name was listed on RI-8 
is not eligible to execute an application for payment for a farm or 
farms for which farm numbers were listed on RF-8, the State office 
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shall be advised of such fact by memorandum and requested to delete 
the farm number for each such farm from RF-8. No supplemental 
RF-7 should be prepared in such case unless the change involves a 
transfer of such person’s name from RF-8 to RF-7. 

If it is determined that a person is eligible to execute an application 
for payment for a farm or farms in addition to the farm for which 
the farm number was listed on RF-7, the State office shall be advised 
of this fact by memorandum and a supplemental RF-8 shall be 
prepared. 

Tf it is determined that a person whose name was listed on RE-7 
is not eligible to execute an application for payment with respect 
to the farm for which a farm number was listed on RF -7, the State 
office shall be advised of this fact by memorandum and requested to 
delete the name of such person and the farm number for such person 
from RF-7. No supplemental RF-7 should be prepared in such case. 

If a person whose name was listed on RF-7 or REF-8 dies, and it is 
determined that an administrator or executor or the heirs of the 
deceased are eligible to execute an application for payment with 
respect to the farms in which such person had an interest, the appro- 
priate cards in the card file shall be corrected to show the name of 
such administrator, executor, or heirs. A memorandum setting forth 
the facts of the case shall be forwarded to the State office together 
with a request that the necessary substitution of names be made on 
the RF-7 or RF-8 on file in the State office. The memorandum must 
include the address of the administrator, executor, or heirs of the 
estate, as the case may be. No supplemental RF-7 or RF-8 shall be 
prepared in such cases. 

If a person whose name was listed on RF-7 or RE-8 is adjudged 
incompetent, or if a person whose name was listed on RE-7 or REF-8 
as administrator, executor, trustee, guardian, committee, receiver, 
conservator, or other fiduciary is discharged from his representative 
capacity the card for such person shall be corrected and the State 
office shall be notified with respect to the corrections to be made on 
RF-7 or RF-8 in a manner similar to that set forth in the preceding 
paragraph. 


E. ENTRY OF SERIAL NUMBERS ON NCR-317 


After serial numbers have been entered on RF-7 and RF-8, such 
serial numbers shall be entered in Section I, column (a) of NCR-817, 
opposite the names of the proper persons. Enter “X” opposite any 
person’s name appearing in Section I, column (a) of NCR-3817 
opposite which name no serial number has been entered. The entry 
of an “X” opposite any person’s name will indicate that such person 
is not eligible to execute an application for payment in connection 
with the 1939 Agricultural Conservation Program. 


PART III. FARM COMPUTATION SHEETS 


Form NCR-825 will be prepared for each NCR-317 covering 
farms participating in the 1939 Agricultural Conservation Program. 

All entries made on NCR-325 from NCR-317 must be made with 
indelible pencil. 
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Entries on all forms must be made in such a manner as to result 
in clear and legible entries on all copies of such forms. Legible 
entries are necessary for the reason that apphcations for payment 
will be prepared therefrom. 


In making entries on NCR-825, enter whole numbers to the left 


of the decimal points and enter fractions to the right of the decimal 
points. 


A. PREPARATION OF FARM COMPUTATION SHEETS 


1. Enter the State and county code and farm number in the upper 


right-hand corner of NCR-325. Obtain such data from NCR-817. 
2. Make entries in Section I of NCR-325 as follows: 


a. Column (b)—Corn: 


(1) Make entries in column (b) only if the farm is in the 
commercial corn-producing area. 

(2) Obtain the entry for item i (b) from Section IV, item 
1 G) of NCR-817. If the letters “N. A.” have been 
entered in Section IV, item 1 (1) of NCR-317 enter 
the letters “N. A.” in item 1 (b). 

(8) Obtain the entry for item 2 (b) from Section IV, item 
1 (h) of NCR-317. 

(4) Obtain the entry for item 3 (b) from Section IV, item 
1 (j) of NCR-217. 

b. Column (c)—Wheat : 


(1) Obtain the entry for item 1 (c) from Section IV, item 
2 (i) of NCR-2317. If the letters “N. A.” have been 
entered in Section IV, item 2 (i) of NCR-817 enter 
the letters “N. A.” in item 1 (c). 

2) Obtain the entry for item 2 (c) from Section IV, item 
2 (h) of NCR-317. 

(3) Obtain the entry for item 3 (c) from Section IV, item 

2 (j) of NCR-817. 


ce. Column (d)—Tobacco: 


(1) Enter in the heading of column (d) the name of the 
type of tobacco appearing in Section TV, item 3 (a) 
of NCR-317. Enter in the heading of column (d) 
below the name of the type of tobacco the applicable 
rate of payment per pound. The rates of payment are 
$0.008 for burley, $0.014 for dark air-cured, and $0.01 
for cigar filler and binder. 

(2) Obtain the entry for item 1 (d) from Section IV, item 
8 (i) of NCR-317. 

(3) Obtain the entry for item 2 (d) from Section IV, item 
8 (h) of NCR-317. 

(4) Obtain the entry for item 3 (d) from Section IV, item 
83 (j) of NCR-317. 


d. Column (e)—Potatoes: 


(1) If the farm is not in the commercial potato-producing 
area make no entries in column (e). Likewise, if the 
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farm is in the commercial potato-producing area and 
also in the commercial vegetable-producing area and a 
potato acreage allotment was not established for the 
farm, make no entries in column (e). 

(2) Obtain the entry for item 1 (e) from Section IV, item 
4 (1) of NCR-317. 

(3) If a potato acreage allotment has been established for 
the farm, obtain the entry for item 2 (e) from Sec- 
tion IV, item 4 (h) of NCR-317. Ifa potato acreage 
allotment has not been established for the farm, 
obtain the entry for item 2 (e) from the circled entry 
in Section IV, item 4 (b) of NCR-317. 

(4) Obtain the entry for item 3 (e) from Section IV, item 
4 (j) of NCR-3817. 


-e. Column (£)—Cotton: 


(1) If the name of any crop in Section IV, column (a) of 
NCR-317 has been stricken and the name of a type 
of tobacco entered in lieu thereof, delete the word 
“Cotton” in the heading of Section I, column (f) of 
NCR-325 and enter in lieu thereof the name of such 
type of tobacco. In such cases entries in column (f) 
shall be made in a manner comparable to that used 
in making entries in column (d). 

(2) Obtain the entry for item 1 (f) from Section IV, item 
4 (i) of NCh-817. 

(3) Obtain the entry for item 2 (f) from Section IV, item 
4 (h) of NCR-317. 

(4) Obtain the entry for item 3 (f) from Section 1V, item 
4 (j) of NCR-3817. 


f. Column (g)—Commercial Vegetables: 


(1) If the farm is not in the commercial vegetable-produc- 
ing area, make no entries in column (g). 

(2) Obtain the entry for item 1 (g) from Section IV, item 
5 (i) of NCR-317. 

(3) Obtain the entry for item 2 (g) from Section IV, item 
5 (h) of NCR-817. If the farm is in the commercial 
potato-producing area and in the commercial vege- 
table-producing area and a potato acreage allotment 
was not established for the farm, the entry for item 
2 (g) shall be obtained by adding the entries in Sec- 
tion IV, items 4 (h) and 5 (h) of NCR-217. 


g. Column (h)—General : 


(1) Obtain the entry for sugar beets in the heading of col- 
umn (h) from Section IV, item 8 (h) of NCR-317. 

(2) If the letters “N. A.” have been entered in Section IV, 
item 6 (i) of NCR-317 enter the letters “N. A.” in the 
left half of item 1 (h). 

(3) Obtain the entry for item 3 (h) from Section IV, item 
6 (j) of NCR-317. 
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h. Column (1)—Total: 


(1) Obtain the entry for item 1 (i) from Section IV, item 
9 (1) of NCR-317. 

(2) Obtain the entry for item 2 (i) from Section IV, item 
9 (h) of NCR-317. 


1. If the word “Idle” has been entered in Section IV of NCR-317 
write in large letters the word “IDLE” immediately below 
the State and county code and farm number of NCR-325. 


3. Make entries in Section II as follows: 


a. Obtain the entry for item 1 (b) from Section IV, item 11 (h) 
of NCR-317. 

b. Obtain the entry for item 3 (b) from Section II, column (c) 
opposite the letter “Y.” 

e. Obtain the entry for item 4 (b) from Section FV, item 5 (i) of 
NCR-317. The entry for item 4 (b) should be the same 
as the entry in Section I, item 1 (g) of NCR-3825. 

d. Obtain the entry for item 5 (b) from Section IV, item 10 (h) 
of NCk-217. 

e. Enter in the spaces provided therefor in item 8 (a) the prac- 
tice numbers of the soil-building practices carried out on the 
farm. Obtain such entries from Section III, column (f) 
of NCR-317. 

f. Enter in item 9 (a) in the spaces below the practice numbers 
in item 8 (a) the number of units of each of such practices. 
Obtain such entries from Section HI, Column (g) of 
NCR-317. 

g. Enter in item 9 (b), the total number of soil-building practice 
units carried out. Obtain such entry from Section III, 
column (g), on the “Total” line of NCR-317. 


4, Make no entries in Section ITI. 
5. Make entries in Section IV as follows: 


a. Print the names and addresses of the persons whose names 
appear in Section I of NCR-817 (including the names of 
persons opposite whose names the letter “X” has been 
entered in column (a) ) in the spaces provided therefor above 
the headings in columns (d), (e), (f); (g), (h), (i); and 
(j), (x), CU), respectively. If a person who was otherwise 
eligible to execute an application for payment, died or was 
declared incompetent by a court of competent jurisdiction 
prior to the execution of the application for payment, the 
names of his successors in interest shall be entered in 
Section IV. 


(1) In the case of an individual, print the name of the 
applicant in the same style as such name appears on 
NCR-317. 

(2) In the case of cosigners print the names of the appli- 
cants in the same style as such names appear on 
NCR-317. Insert the word “and” between the names 
of such cosigners. 
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(3) In the case of a sole proprietorship, partnership, or cor- 
poration, print the name of such sole proprietorship, 
partnership, or corporation. ; 

(4) In the case of an administrator, executor, or guardian, 
print the name of the applicant on three lines. Print 
the name of the administrator, executor, or guardian 
and the title (abbreviated) on the first lne; the 
words “of the estate of” on the second line; and the 
name of the deceased, incompetent, or minor, together 
with the designation “deceased,” “incompetent,” or 
“minor” (abbreviated) on the third line. 

(5) In the case of a receiver, trustee, liquidator, or person 
acting in a similar capacity, print the name of the 
applicant on two lines. Print the name and title 
(abbreviated) of the receiver, trustee, or liquidator, on 

the first line and the name of the bank or institution 
for which the receiver, trustee, or Equidator, is acting 
on the second line. 

(6) In the case of a State, county, municipality, or agency 
thereof, print the name of such State, county, munici- 
pality, or agency. 

(7) In the case of an agent, print the name of the principal 
for whom the agent is acting. If the agent represents 
an estate or the heirs of an estate and the names of 
the heirs are not disclosed, print the name of the 
agent followed by the words “Agent for the estate 
OT pas aes , deceased,” or “Agent for the heirs 

oft: a sete: , deceased.” 


b. Where there are more than three persons who have an interest 
in the farm additional Forms NCR-325 shall be used. The : 
State and county code and farm number shall be entered 
on such additional Forms NCR-825. However, no entries 
shall be made in Sections I, IJ, and U1. 

ce. Enter in the space provided therefor above the printed name 
of each person, the serial number entered opposite such per- 
son’s name in Section I, column (a) of NCR-317. If an 
“X” has been entered opposite any person’s name, enter “X” 
above such person’s name in Section IV. 

d. Enter in item 8 (a) the name of the type of tobacco shown 
in the heading of column (d), Section I. If entries have 
been made in Section I, column (f) for a second type of 
tobacco delete the word “Cotton” in item 5 (a) and enter 
the name of the second type of tobacco. j 

e. Obtain the entries for items 1, 2, 3, 4, 5, 6, 7, and 9 for 
columns (e), (h), and (k) from Section V, column (b) of 
NCR-317 from the subcolumns above which have been 
entered the initials of the persons whose names appear above 
columns (e), (h), and (k), respectively, of Section IV of 
NCR-325. If percentage entries have been made in Sec- 
tion V of NCR-3817 on the same lines for all persons and 
all percentage entries for each person are the same make 
no entries in columns (e), (hb), and (k) in items 1 to 9, { 
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as but enter such percentage in item 11 (e), 11 (h), 

or 11 : 

f. If the a feteae has made an assignment with respect to the 
farm, ascertain whether Section III of ACP-69 has been 
executed by the assignee. If Section III of ACP-69 has 
not been executed by the assignee, print the name and ad- 
dress of the assignee on line 15 below the name and address 
of the applicant and enter in the space provided following 
the name and address of the assignee, the unpaid amount 
of the assignment. If the applicant has not made an as- 
signment with respect to the farm, enter the word “None” 
on line 15 below the name and address of the applicant. 


6. After the entry work has been completed in connection with 
Forms NCR-325 a review shall be made of a sufficient number of 
such forms to assure accuracy. 


B. TRANSMITTAL OF FARM COMPUTATION SHEETS TO STATE OFFICE 


The minimum number of farm computation sheets which may be 
included in the first transmittal and the number of transmittals which 
may be made shall be fixed by the State committee. 

All farm computation sheets shall be listed on RF-10, entitled 
“Transmittal Sheet for Forms —___—_--. ” RF-10 shall be prepared in 
accordance with the instructions on the reverse side of such form. 
All data on. RF-10 shall be typed. Before the farm numbers are 
entered in Section I of RF-10, the farm computation sheets being 
transmitted shall be arranged in order by minor civil division and 
farm number. If there are more than 40 farm computation sheets 
for any minor civil division the farm numbers of such farm computa- 
tion sheets shall not be listed on the same sheet of RF-10 with 
the farm numbers for farm computation sheets for other minor civil 
divisions, unless the total number of farm computation sheets for the 
two or more minor civil divisions is less than 75, in which case the 
farm numbers of the farm computation sheets for such minor civil 
divisions may be listed on one sheet of RF-10. For the purpose of 
checking in the State office it is undesirable to list the farm numbers 
of farm computation sheets in one minor civil division with those of 
another, unless the farm numbers of the farm computation sheets for 
both minor civil divisions may be listed on one sheet of RI*—10. 

The original and both copies of NCR-325 and the original and 
the first copy of RF-10 shall be forwarded to the State office. The 
county office copy of RF-10 shall be filed in the county office. 

In the event an error is discovered in a farm computation sheet 
after such farm computation sheet has been transmitted to the State 
office, the State office shall be notified of such error by means of a 
memorandum explaining the nature of the correction desired and the 
reasons therefor. Reference shall be made to the minor civil division 
code and the farm number of the farm computation sheet and to the 
sheet number of RF-10 on which the farm number of such farm com- 
putation sheet was listed in order that the incorrect farm com- 
putation sheet may be readily located. If it is demed advisable, a 
corrected farm computation sheet may be submitted with the memo- 
randum to replace the incorrect farm computation sheet. 
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C. HANDLING SUSPENDED FARM COMPUTATION SHEETS 


All data appearing on farm computation sheets will be carefully 
checked in the State office. Wherever possible, errors made by the 
county office on farm computation sheets will be corrected in the State 
office. If an error on a farm computation sheet is corrected in the State 
office corrections will be made on both the original and copies of 
NCR-325 in the State office. Copies of approved farm computation 
sheets and a copy of RF-10 will be returned to the county office. 

Tf an error on a farm computation cannot be corrected in the State 
office the original and the copies thereof will be returned to the 
county office, together with RI-4 indicating the error on the farm 
computation sheet. The farm numbers of farm computation sheets 
which cannot be corrected in the State office will be listed in Section 
II of the copy of RF-10 returned to the county office. The farm 
computation sheets included in a transmittal which are not listed in 
Section II of the copy of RF-10 returned to the county office may be 
considered as approved by the State office. The county office copies of 
farm computation sheets which have been approved and the county 
office copies of RF-10 shall be filed in the county office. 

When farm computation sheets which have been returned to the 
county office for correction are ready for return to the State office 
such forms shall be listed on the same sheet of RF-10 with farm 
computation sheets which are being transmitted to the State office for 
the first time. All farm computation sheets which were returned to 
the county office for correction shall be returned to the State office 
as soon as possible. If a new farm computation sheet is prepared to 
replace the farm computation sheet which was returned to the county 
office for correction, both forms shall be forwarded to the State office 
at the same time. There shall be entered on the old farm computa- 
tion sheet the words “Replaced by corrected farm computation sheet.” 
Such words should also be entered on the county office copy of the 
farm computation sheet, or such copy may be destroyed. 


PART IV. APPLICATIONS FOR PAYMENT 


After applications for payment have been prepared in the State 
office and the amounts of payment to be made thereunder have been 
computed and entered thereon, the original and two copies of such 
applications for payment will be transmitted to the county office for 
the signatures of applicants and the certification of the county com- 
mittee. The serial numbers of the applications for payment. will be 
listed on RF-9, Transmittal Sheet for Forms ________. Payment 
applications and no payment applications will be listed on separate 
sheets of RE-9. 

Upon receipt of a transmittal of applications fer payment the 
county office will check the serial numbers of the applications against 
the serial numbers listed on RF-9 to determine that an application is 
present for each serial number listed on RF-9. The data on applica- 
tions for payment will be checked against the corresponding county 
office copy of the farm computation sheet to determine that such data 
are correct. In the event an error is found on an application, the 
serial number thereof shall be deleted from RF-9 and the application 
shall be returned to the State office accompanied by a memorandum 
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setting forth the nature of the discrepancy between the application 
and the farm computation sheet. 


A. SIGNATURES OF PRODUCERS 


Payment applications shall be signed by the applicants in ink or 
indelible pencil. Community meetings shall be held where practi- 
cable for the purpose of obtaining signatures on applications for pay- 
ment. The notices of such meetings should emphasize the fact that 
the applicants should come prepared to check the accuracy of the data 
appearing on their applications for payment. At the meetings a 
member of the county committee or some other qualified person, to- 
gether with the applicant, should carefully review the data on the 
application irrespective of whether it is a payment or no payment 
application. When the data have been determined to be correct, the 
applicant should be requested to sign payment applications in the 
space provided for his signature. Applicants should not be requested 
to sign no payment applications. However, the reason for the appli- 
cant’s failure to earn a payment should be explained to him. <A per- 
son who has an interest in only one farm in the county shall sign 
Form NCR-326 in Section V. A person who has an interest in more 
than one farm in the county shall sign Form NCR-327A in Section 
VI. All persons should be requested to sign their names exactly 
as they have been printed, except that if a name has been incor- 
rectly spelled, the producer should sign his name correctly and 
the spelling of the printed name should be changed. The last 
copy of the application for payment should be given to the applicant. 
Payment applications which are not signed at community meetings 
should be mailed to applicants for signatures, Payment applications 
which are mailed for signature must be accompanied by a letter 
containing the following: 


Dear Cooperator: Enclosed herewith are the original and two copies of your 
application for payment under the 1939 Agricultural Conservation Program 
covering the farm or farms in this county in which you have an interest. Please 
Sign all three copies in ink or indelible pencil in the space indicated by a check 
mark (V); enter the date of signing and return the original and one copy 
coy MN GE > pee olin rare eae peli lp (GN AS eee, Sane a: er County 
Agricultural Conservation Committee, ____________ eee ar Se 

Before you sign this application for payment you should carefully examine 
all of the data shown thereon. If data for all farms in this county in which 
you have an interest are not included in this application for payment, or if you 
have evidence showing that the payments or other data are not correct, please 
forward such evidence to this office immediately, together with the enclosed 
application for payment in order that any necessary corrections may be made 
before you affix your signature thereto. 

In signing your name, please use the same spelling as is used in your printed 
name unless your name has been incorrectly spelled, in which case you should 
sign your name correctly and advise this office of the error in your printed name 
at the time you return the application for payment to this office. If your address 
is incorrectly shown on the application for payment, notify this office of the 
correct address at the time you return the signed application for payment to 
this office. 

Very truly yours, 


es ae y 


CROUTONS County Agricultural 
Conservation Committee. 
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A copy of no payment applications which are not discussed with 
applicants should be mailed to them accompanied by a letter setting 
forth the reason why the applicant failed to earn a payment. A copy 
of such letter shall be filed with the original and the other copies of 
such no payment application in the county office. 

If the signature of an applicant is printed or is affixed by mark or 
in other than English script such signature must be witnessed by at 
least one disinterested person whose signature must be in English 
script, in the original, and handwritten. 

The signature of a person who signs an application for payment in 
his individual capacity should be in the style m which he customarily 
signs business documents; i. e., “John H. Doe” or “John Doe.” ‘ihe 
signatures of cosigners on applications for payment should be in the 
style in which they customarily sign business documents. The applica- 
tion for payment should be signed by each cosigner; i. e., “John H. 
Doe,” “Harry Doe.” The signature of a sole proprietor on an appli- 
cation for payment on behalf of a business owned or controlled by 
him should reveal the name of the company which he is operating 
followed by his name and the words “Sole Proprietor”; i. e., “XYZ 
Company by John H. Doe, Sole Proprietor.” 

If the signature of an applicant im Section V of an NCR-326 or in 
Saction VI of an NCR-327A is that of a person acting in a representa- 
tive or fiduciary capacity, such person should disclose in his signature 
the name of the principal for whom he 1s acting and the capacity in 
which he is acting. In the case of an agent representing an estate or 
the heirs of an estate, his signature may be regarded as acceptable if 
followed by the words “Agent of the estate of__.) _ 
deceased” or “Agent for the heirs of ~----------------- _, deceased.” 
The following are examples of acceptable signatures of persons acting 
in representative or fiduciary capacities. 

1. An agent. 
a. John H. Dce by Richard Roe, Agent. 
b. Jones and Smith, a Partnership, by Richard Roe, Agent. 
c. ABC Company by Richard Roe, Agent. 
d. John Doe, Agent for the heirs of Richard Roe, deceased. 
9. An executor. 
a. John H. Doe, Executor of the estate of Richard Roe, de- 
ceased. 
3. An Administrator. 
a. John H. Doe, Administrator of the estate of Richard Roe, 
deceased. 
. A Guardian or Committee. 
a. John H. Doe, Guardian (or Committee) of the estate of 
Harry Roe, minor (or Incompetent). 
5. A Receiver or Liquidator. 
a. John H. Doe, Receiver (or Liquidator) of ABC Company, 
inc: 
_ A Trustee. 
a. John H. Doe, Trustee for the heirs of Richard Roe, de- 
ceased. 
7. A State. County, or Municipal Officer. 
a. Douglas County, Michigan, by John H. Doe, County Com- 
missioner. 


Hs 


for) 
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8. A Member of a Partnership. 
a. Smith and Jones, by John Smith, a Partner. 
9. An Officer of a Corporation. 
a. ABC Company, Inc. by Richard Roe, President. 


Check Forms NCR-326 and NCR-827A to determine that the sig- 
nature of the applicant in Section V of NCR-826 is the same as 
the printed name of the applicant and that the signature of the 
applicant in Section VI of NCR-327A is the same as the printed 
name of the applicant. If the printed name of the applicant and 
the signature of the applicant do not agree, determine whether such 
names refer to the same person and if so correct the printed name 
of the applicant to agree with the signature of the applicant. Any 
correction in the printed name of the applicant should be initialed 
by the member of the county committee who signs the certification 
of the county committee on the applcation for payment. 


B. CERTIFICATION 


After applications for payment have been properly signed they 
shall be certified by 2 member of the county committee who shall sign 
in Section VI of NCR-326 and Section VIL of NCR-827A. Such 
signatures must be in ink or indelible pencil. 

Each correction on an application for payment, other than entries 
in Section IV of NCR-826 and in Section V of NCR-327A which 
are the result of computations, must be initialed by the member of 
the county committee who certifies the application. 


C. TRANSMITTAL OF APPLICATIONS FOR PAYMENT TO STATE OFFICE 


The minimum number of applications for payment which may be 
included in a transmitta! and the number of transmittals which may 
be made shall be fixed by the State office. 

When payment applications have been signed and certified by a 
member of the county committee and are ready for transmittal to the 
State office, RF—-10, shall be prepared in accordance with the instruc- 
tions on the reverse side of such form. All data on RF-10 shall be 
typed. Before the serial numbers of applications for payment being 
transmitted are entered in Section I of RF-10, such applications 
shall be arranged in serial number order. 

The original of applications for payment and the original and the 
first copy of RF-10 shall be forwarded to the State office. The 
county office copies of applications for payment shall be filed in the 
county office in serial number order. The county office copy of 
RF-10 shall be filed in the county office in sheet number order. 

In the event an error is discovered in an application for payment 
after such application for payment has been transmitted to the State 
office, the State office shall be notified of such error by means of a 
memorandum. Reference shall be made to the serial number of the 
application for payment and to the sheet number of RF—10 on which 
the application was listed. 


D. HANDLING SUSPENDED APPLICATIONS FOR PAYMENT 


All data appearing on applications for payment will be carefully 
checked in the State office. If an application for payment cannot 
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be approved in the State office, it will be returned to the county ofiice, 
together with RF—4 indicating the error on the application for pay- 
ment. ‘The serial numbers of applications for payment which can- 
not be approved in the State office will be listed in Section Ii of 
the county office copy of RF-10. The applications for payment 
included in a transmittal which are not listed in Section IL of the 
county oflice copy of RF-10 may be considered approved by the 
State office. ‘The county office copy of RF-10 which is returned by 
the State office shail be filed in the county office. 

When applications for payment which have been returned to the 
county office for correction are ready for return to the State office, 
such forms shall be listed on the same sheet of RF—10 with applica- 
tions for payment which are being transmitted to the State office for 
the first time. All applications for payment which are returned to 
the county office for correction shall be returned to the State office 
as soon as possible. 


PART V. MAILING FARM COMPUTATION SHEETS AND 
APPLICATIONS FOR PAYMENT AND RELATED FORMS 


If the forms to be mailed weigh four pounds or less such forms 
may be sent by the United States Postal Service without charge 
if it is indicated on the package that the Government free mailing 
privilege is being used. if the forms to be mailed weigh more than 
four pounds, they should be sent by parcel post, in which case the 
postage shall be prepaid. All forms which are being mailed to 
applicants may be mailed without charge in envelopes of the Agri- 
cultural Adjustment Administration. However, under no circum- 
stances shall envelopes of the Agricultural Adjustment Adminis- 
tration be sent to applicants for their use in returning such forms. 
All forms which are mailed must be wrapped in a manner that will 
assure the arrival of such forms at the destination in good condi- 
tion. Particular attention should be given to the wrapping of farm 
computation sheets which are mailed to the State office with the 
carbon paper inserted. Improper wrapping of such forms may 
cause smearing of carbons and will necessitate the reexecution of 
such forms. 


PART VI. HANDLING OF CASES INVOLVING UNDE- 
LIVERED CHECKS, LOST CHECKS, DECEASED OR 
INCOMPETENT APPLICANTS, CLAIMS, AND REFUNDS 


A. UNDELIVERED CHECKS 


Checks issued to applicants under the 1939 Agricultural Con- 
servation Program must be returned to the Regional Disbursing 
Office which issued such checks under any of the following circum- 
stances: 


1. Failure to deliver check to payee within 21 days following 
the receipt thereof in the county office. 

2. Death or incompetency of payee. 

3. Refusal of payee to accept check. 

4. Improper designation of payee’s name on the check. 
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or 


. 2 ge of check differs from that shown on continuation 
sheet. 

. Amount of check exceeds amount due payee. 

. Question as to right of payee to receive check. 

. Payee indebted to the Agricultural Adjustment Administra- 
tion. 

9. Request by State office for return of check. 


CON oO 


Each such check returned to the Regional Disbursing Office shall 
be accompanied by a letter signed by the treasurer of the county com- 
mittee indicating the reason or reasons for the return of such check 
and a copy of such letter shall be forwarded to the State office at 
the same time. Reference should be made in this letter to the name 
of the applicant, the State and county code and serial number of the 
application for payment under which the check was issued, the ad- 
ministrative number of the continuation sheet on which the check was 
listed, and the check number of the check. 

Checks which are mailed to payees in window envelopes provided 
by the Treasury Department and which are not delivered to the 
payees due to incorrect or insufficient address will be returned to the 
Regional Disbursing Office which issued such checks. 

If a payee is located or decides to accept his check after it has been 
returned to the Regional Disbursing Office, it will be necessary that 
such payee submit to the State office a request for the return of the 
check before the State office will authorize the Regional Disbursing 
Office to forward the check to the payee. Such request must be signed 
by the payee and shall make reference to the State and county code 
and serial number of the application fer payment under which the 
check was issued, the check number and amount of the check, and 
the present address of the payee. 


B. LOST, STOLEN, OR DESTROYED CHECKS 


If a check is lost, stolen, or destroyed, the Regional Disbursing 
Office which issued the check shall be notified of such fact immediately 
and a copy of the notification shall be forwarded to the State office. 
Such matters come within the exclusive jurisdiction of the Treasury 
Department. 

Tf a check is found or recovered after the Regional Disbursing 
Office has been notified that such check was lost or stolen, the Regional 
Disbursing Office shall be notified of such fact and requested to have 
the stoppage against such check removed. The payee should be ad- 
vised that the check should not be presented for payment for at least 
seven days after the Regional Disbursing Office has been notified to 
remove the stoppage against the check in order that the Treasury 
Department will have had sufficient time to remove the stoppage 
against the check. . 

All correspondence with the Regional Disbursing Office concerning 
a check shall contain appropriate reference to the check number, 
amount, and date of the check, and the name of the payee. 


C. DECEASED OR INCOMPETENT APPLICANTS 


1. If a person who signed an application for payment dies or is 
declared incompetent by a court of competent jurisdiction before the 
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check issued under such application is received in the county office, 
the county office shall immediately notify the State office of such fact 
and shall furnish the State office with the name of the administrator, 
executor, guardian, or other representative of the estate if one has 
been appointed, or the names of the heirs of the deceased applicant 
in the event that an administrator or executor has not been appointed 
and no administration of the estate is contemplated. If the State 
office is notified of the death or incompetency of the applicant before 
payment under the original application is issued, a corrected appli- 
cation will be prepared in the State office and submitted to the county 
office to be signed by the appropriate representative or the heirs of 
the estate, and by a member of the county committee. Such corrected 
applications, when properly signed, shall be transmitted to the State 
office in the regular manner. 

2. If a person who signed an application for payment dies, or is 
declared incompetent by a court of competent jurisdiction, before the 
check issued under the application for payment for such person is 
cashed by the payee, such check shall be returned to the Regional 
Disbursing Office which issued the check, accompanied by a letter in- 
dicating the reason for the return of the check. A copy of this letter 
shall be sent to the State office. 

Any claim for the proceeds of the check must be made on Standard 
Form 1055, entitled “Application for Payment of Amounts Due De- 
ceased or Incompetent Civilian Employees, Officers and Enlisted Men 
in the Military, Service, and Public Creditors of the United States.” 

If an administrator or executor of the estate of the deceased has 
been appointed or will be appointed, claim for the proceeds of the 
check should be made by such administrator or executor. Ii the 
amount of the check exceeds $500, claim for the proceeds of such check 
may be made only by the administrator or executor. In the case of 
incompetency, claim may be made only by a duly appointed and quali- 
fied guardian or committee. If no administrator or executor of the 
estate of the deceased has been or will be appointed and the amount 
of the check is not in excess of $500, claim for the proceeds of the 
check should be made by the heirs of the estate of the deceased or the 
creditors thereof, whoever have preference under the laws of the 
State in which the deceased was domiciled at the time of death. 
The brief of the laws of descent and distribution and the brief of the 
laws relating to the priority of claims of creditors furnished by the 
State committee for use in connection with the 19387 Agricultural 
Conservation Program, may be used in determining who should make 
claim for the proceeds of the check. Y 

In the event the funeral expenses of the deceased were paid by 
someone other than the claimant and were not paid from funds be- 
longing to the estate of the deceased, the person who paid the funeral 
expenses will be entitled to make claim for the proceeds of the check 
to the extent of such funeral expenses. In such cases there should be 
attached to the claim a receipt showing that the claimant paid the 
funeral expenses. If such person does not wish to file claim, he should 
execute Part IT of Form ACP-73, Waiver of Right to Claim Agricul- 
tural Conservation Payment(s). Any other creditor of the estate 
of the deceased who does not wish to file claim should execute Part II 
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of Form ACP-73. Such waiver when properly executed should be 
attached to Form 1055. 

If a claim is submitted by a person who is not of legal age, Letters 
of Guardianship must be procured; or a statement in the form of an 
affidavit by a person acquainted with the minor should be obtained, to 
the effect that such minor is accustomed to the payment and receipt 
of monies and that he is competent to receive the proceeds of the check 
for which claim is filed; or a statement in the form of an affidavit 
must be procured from a person showing his relationship to the minor, 
that such minor is in his care, custody, and control, and that the pro- 
ceeds of the check will be used for the maintenance and support of 
the minor. Such Letters of Guardianship or affidavits should be at- 
tached to Form 1055. Whether a person is of legal age may be de- 
termined by consulting the brief of the laws with respect thereto, 
furnished by the State committee. 

In those cages where the amount of the check involved exceeds $100, 
any claim filed by heirs of the estate of the deceased must be accom- 
panied by a statement signed by the claimant as to whether there are 
any outstanding debts against the estate, or a listing of the various 
debts, the amounts thereof, and the person to whom such debts are due. 
If the claim is filed by a preferred creditor, such claim must be ac- 
companied by a statement signed by a member of the family of the 
deceased who is in a position to know the facts to the effect that there 
are no other claims against the estate having an equal or greater degree 
of preference, or if the order of priority of debts is not known, the 
claim must be accompanied by a statement listing such claims. 

In those cases where it appears that a widow or a widow and minor 
children are entitled to a share of the estate and there is a claim 
against the estate for funeral expenses or expenses of last illness and 
the laws of the State relating to the priority of claims of creditors 
do not clearly establish the priority of one of such claims, the cred- 
itor may execute Part II of ACP-73, or the widow may execute 
Part I of ACP-73 on behalf of herself and the minor children in 
order to facilitate the approval of the claim by the General Account- 
ing Office. Form ACP-73, when properly executed by the creditor 
or the widow should be attached to Form 1055. 

a. If claim for the proceeds of the check is to be made by an 
executor, administrator, guardian, or committee, Standard Form 
1055 shall be prepared in duplicate as follows: 


(1) Enter the name of the State and county in the spaces pro- 
vided therefor in the upper left-hand corner of the form. 

{2) Enter in paragraph 1 the name of the executor, adminis- 
trator, guardian, or committee making the claim; his street, 
city, county, and State address; the date of death or incom- 
petency; the name of the deceased or incompetent; the 
applicable pronoun; the city, county, and State in which 
the deceased or incompetent had his domicile at the time 
of death or incompetency; and whether the estate is that 
of a person who died testate or intestate or a person who 
was declared incompetent. If the deceased left no will he 
died intestate and if he left a will he died testate. 
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(3) Enter in paragraph 2 in the spaces provided therefor the 
applicable pronouns and the words “Public creditor under 
1939 A. CG. P., Application for Payment” followed by 
the State and county code and serial number of the 
application for payment. 

(4) Enter in paragraph 8 in the spaces provided therefor the 
applicable pronouns, and the amount due the deceased or 
incompetent for participation in the 1939 Agricultural 
Conservation Program in words and in figures. 

(5) Enter in paragraph 4 the applicable pronoun ; the check 
number, the name of the drawer of the check (G. F. Allen), 
the symbol number on such check, and the amount thereof 
in figures. 

(6) Enter in paragraph 5 the capacity in which the claimant 
is acting (executor, administrator, guardian, or commit- 
tee); the name of the court (probate, district, county, 
etc.); the name of the county and State in which the 
court which issued to the claimant his letters of authority 
is located, and the name, address, and relationship of the 
relative or creditor responsible for administration upon 
the estate. 

(7) Make no entries in paragraph 6. 

(8) The representative of the estate should sign in the space 
provided for the signature of the applicant_on the reverse 
side of Form 1055 and his signature should be witnessed. 
The certificate of two corroborating witnesses and the 
notary public immediately below the spaces provided for 
the signature of the applicant need be executed only if the 
letters of authority fail to show the date of death or 
incompetency and the domicile of the deceased or incom- 
petent. When a short form certificate of the letters of 
authority is used, care should be taken to see that such 
information is entered thereon by the clerk of the court. 
A short form certificate or a certified copy of the letters 
of authority should be attached to Form 1055. In the 
event the letters of authority were issued 9 months before 
the filing of a claim, a certified statement should be secured 
over the signature of the judge or clerk of the court which 
issued the letters of authority showing that such letters 
are still in full force and effect. Such certification should 
be attached to Form 1055. 


b. If claim for the proceeds of the check is to be made by the 
heirs or creditors of the estate, Form 1055 shall be prepared in 
duplicate as follows: 


(1) Complete Form 1055 through item 4 in the manner set forth 
in paragraph 2a, entering the name of the heir, or creditor 
making the claim in lieu of the name of the representative 
of the estate. 

(2) Make no entries in paragraph 5. 
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(3) Enter in paragraph 6 a description of the assets of the 
estate other than the amount due from the Government and 
the approximate value thereof. 

(4) Enter in paragraph 6 (a) the relationship of the claimant 
to the deceased. 

(5) Enter in paragraph 6 (b) the word “Yes” or “No” in answer 
to the question as to whether the funeral expenses have 
been paid. 

(6) Enter in paragraph 6 (c) the name of the person who paid 
the funeral expenses, and the amount thereof. 

(7) Enter in paragraph 6 (d) the word “Yes” or “No” in answer 
to the question as to whether the funeral expenses were 
paid out of funds belonging to the estate of the deceased. 

(8) Enter in paragraph 6 (e) the word “Yes” or “No” in answer 
to the question as to whether the funeral expenses were 
paid from the personal funds of the claimant. 

(9) Enter in paragraphs 6 (f), 6 (g), and 6 (h) the name, age, 
and address and the relationship to the deceased of the 
heirs of the estate. Whether a person is an heir of an 
estate shall be determined by consulting the brief of the 
laws of descent and distribution furnished to the county 
office by the State committee. Do not make any entries in 
paragraphs 6 (f), 6 (g), and 6 (h) if claim is being made 
only by creditors. 

(10) Indicate in paragraph 6 (i) whether any benefit, exemption, 
or allowance from the estate of the deceased has been 
made to the claimant and the extent thereof. 

(11) Enter in paragraph 6 (j) any additional facts upon which 
the claimant bases his claim for the proceeds of the check. 
If the claim is being made by heirs of the deceased and 
the amount of the check exceeds $100 and there are no 
outstanding debts against the estate of the deceased, enter 
in paragraph 6 (j) the words “There are no outstanding 
debts against the estate of the deceased.” 

(12) The claimant should sign on the reverse side of the form 
in the space provided for the signature of the applicant 
and the signature should be witnessed. Also, the certifi- 
cate of the two corroborating witnesses must be com- 
pletely executed and signed by such witnesses. The cer- 
tificate of the notary public must be completely executed 
and his signature entered in the space provided therefor. 

(13) If claim is being made by the heirs of the estate of the 
deceased, each person whose name appears in paragraph 
6 as an heir of the estate should sign Form 1055 as a 
claimant, or authorize an agent to sign on his behalf. 
Where an agent signs on behalf of a claimant, a duly 
executed power of attorney authorizing him to represent 
the claimant must be attached to Form 1055. If one or 
more of the heirs of the estate fail to sign Form 1055, the 
share of such heir or heirs in the payment due the estate 
will be withheld. 
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Care should be taken to see that Form 1055 is executed in every 
detail and in accordance with the instructions set forth herein. 
Failure to execute such form properly will result in the suspension 
of the claim and consequent delay in effecting settlement thereon. 
When Form 1055 has been properly executed, it shall be forwarded 
to the State office together with related forms. 


D. CLAIMS 


Because of the administrative cost of handling claims, the filing 
of claims should be discouraged where the amount involved is not 
substantial. The responsibility of determining whether a claim 
should be recommended for payment is the responsibility of the 
county committee. The recommendation by the county committee for 
the approval of any claim should include a detailed explanation of 
the reason for the correction. After a claim has been handled in 
accordance with these instructions it will be transmitted to the State 
-office for a determination as to its acceptability and for the preparation 
of the necessary forms and schedules. If the State committee deter- 
mines that an investigation should be made, the approval of the claim 
will depend on the result of the investigation. 

1. Claims of the following types will be allowed by the State 
committee if properly substantiated and approved by the county 
committee. 


a. Death or Incompetency.—Claim by an eligible person for the 
proceeds of a check due a deceased or incompetent applicant. 

b. Mechanical Errors in State or County Offices.—Claim by 
an applicant where a mechanical error was made in the 
State or county office. 

c. Reclassification of Land.—Claim by an applicant where an 
error was made in the classification of the land in his farm. 

d. Use of Improper Form.—Claim by an applicant where an 
error was made by the State office in preparing a multiple 
application for payment for him instead of a single appli- 
cation for payment or vice versa. 

e. Error in Measurement.—Claim by an applicant where an 
error was made by the farm reporter in measuring his farm. 

f. Error in Division of Payment.—Claim by an applicant where 

an error was made in the division of the payment for the 
farm. Claims of this nature cannot be approved by the 
State committee until the amount of the overpayment is re- 
covered by refund or set-off. However, such claims should 
be submitted promptly to the State office so that there will 
be a timely filing of the claim. 

. Erroneous Set-off.—Claim by an applicant where a set-off 

was erroneously made against his payment. 

. Misdelivery of Check.—Claim by an applicant where his 

check was delivered to and cashed by another person. 

1. Submission of Farm Computation Sheets and Applications 
for Payment after Closing Date.—The final dates for the 
acceptance of farm computation sheets and applications for 
payment by the State office will be set by the State com- 
mittee. These dates shall be the final dates for the ac- 
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ceptance of forms and must be adhered to by the county 
committees. An exception may be made of this rule if it 
can be definitely established that failure to submit a farm. 
computation sheet or a signed application was not due to: 
negligence on the part of the applicant. Farm computation 
sheets or applications for payment submitted after the clos- 
ing date for the acceptance thereof shall be treated as claims, 
and any such claim will be allowed, provided: 


(1) The statement of claim by the applicant clearly indi- 
cates that the failure to submit such form was not due 
to negligence on his part. 

(2) The allowance of such claim is recommended in writing 
by the county committee and such recommendation 
clearly indicates that the failure to submit the form 
was not due to negligence on the part of the applicant.. 


2. Miscellaneous Claims.—Claims which do not come within the 
classifications of paragraph 1, if considered meritorious by the county 
committee, may be transmitted to the State committee for con- 
sideration. 

3. Underpayments.—a. If the check represents less than the 
amount due the applicant, deliver the check to such applicant and 
advise him that the acceptance thereof will not prejudice his claim 
for any additional payment to which he may be entitled. 

b. Obtain a statement of claim in writing over the signature of the 
claimant. In the event the claim is based on a change in basic agri- 
cultural data, the statement of claim must set forth clearly the change 
and the reason therefor. The check numbers, amounts, and disposi- 
tion of the checks received must be included in the statement of 
claim. If the payments to other persons having an interest in the 
same farm will be affected by the correction, obtain statements of 
claim from such other persons. 

c. Prepare a statement for the signature of the county committee, 
clearly setting forth the changes and the reasons for such changes. 

d. If the county committee wishes to recommend the claim for 
approval prepare a corrected farm computation sheet for the appli- 
cable farm. The corrected farm computation sheet, the statements. 
of claim, and the statement of explanation should be attached and 
forwarded to the State committee. The corrected farm computation 
sheet should not be listed on RF-10. If the State office approves the 
claim, a corrected application for payment will be prepared in the 
State office and forwarded to the county office. Upon receipt of a 
corrected application for payment, obtain the signatures of the ap- 
plicant and a member of the county committee thereto and return 
the corrected application for payment to the State office. 

4, Overpayments.—a. If it is discovered that the check represents 
more than the amount due the applicant, the check shall be returned 
to the Regional Disbursing Office which issued the check. 

b. Prepare a statement for the signature of the county committee, 
clearly setting forth the changes and the reasons for such changes. 

e. A corrected farm computation sheet and a corrected application 
for payment shall be prepared and handled in accordance with the 
instructions set forth in 3d. 
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5. Misdelivery of Checks.—If a check payable to one person is_ 


erroneously delivered to another person and cashed by such person, 
proceed as follows: 


a. Obtain a statement of claim in writing from the proper 
payee setting forth the fact that he did not receive the 
check; that he did not contribute to the error which was 
made in delivering the check to the wrong payee; and that 
he did not participate in the proceeds of the check. 

b. Prepare a statement for the signature of the county committee 
setting forth the circumstances surrounding the misdelivery 
of the check, Forward the statement of claim and the 
statement of explanation to the State office. 


E. REFUNDS 


1. If it is discovered that an applicant has received and cashed 
a check which is in an amount greater than the amount to which 
he is entitled, proceed as follows: 


a. Prepare a statement for the signature of the county com- 
mittee clearly setting forth the changes and the reasons 
for such changes. 

b. A corrected farm computation sheet and a corrected applica- 
tion for payment shall be prepared and handled in ac- 
cordance with the instructions set forth in 3d, except that 
the corrected application for payment need not be for- 
warded to the county office for the signature of the appli- 
cant. 

c. Request the applicant to refund the amount of the over- 
payment. All refund remittances should be in the form of 
money. orders, cashier’s checks, or certified checks, and 
should be drawn to the order of “Treasurer of the United 
States.” All refunds shall be sent to the State office to- 
gether with a memorandum, in duplicate, indicating the 
amount of the refund, the form of the remittance (money, 
order, cashier’s check, certified check, etc.), the name of 
the bank upon which the check is drawn, the name of the 
applicant. whose account is to be credited, the State and 
county code and serial number of the application for pay- 
ment in connection with which the refund is made, and 
the reasons for making the refund. 

9. If it is discovered that a check has been delivered to other than 
the proper person, proceed as follows: 

a. Notify the State office of such fact by memorandum. 

b. Request the person who received and cashed the check to 
refund the amount of the check. If a refund is obtained 
st should be handled in the manner set forth in paragraph te. 
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\ 
1939 AGRICULTURAL CONSERVATION PROGRAM 
IN (HE SiATes OF MISSOURI 


\ he Heoa™ 


AND WISCONSIN Ne 
NCR-323 (I) is hereby anended as follow 


1. Part I - The definition of the term "LOT" is amended to 
read as follows: 


2 LOT means all farm computation sheets or 
applications for payment 


the farm numbers 
or. s 


erial numbers of which are listed on 
one sheet of RF~10, 


ee Part II, Section A, Qd paragraph the third sentence thereof 
is amended to read as follows: 


After Forms NCR-317 have been reconciled with the 
master office record form, prepare a 3" by 5" card 
for each person whose neme appears in Section I 
column (b) of NCR-317, 


Oe Fart Lil, 


Section A, paragraph 2, item c, subitem (1), the 
last sentence thereof is amended to read as follows: 


The rates of payment are $0,008 for burley, 


$0,0126 for dark air-cured, and $0.01 for 
Cigar filler and binder, 


4, Part III, Section A, paragraph 2, item f, subitem (3) is 
amended to read as follows; 
(3) 


Obtain the entry for item 2(¢) by adding to 
the entry in Section IV, 


item 5(h) of NWOR-317 
the circled entry, if any, in Section IV 
item 4(h) of NCR+317, 


5. Part III, Section A, paragraph 5, item f is amended to 
read as follows: 
ie 


If the applicant has filed ACF-69 and AAA-372 
in the county office with respect to the same 


so os 


farm, only the form first filed in the county 
office may be recognized, Print the name and 
address of the assignee, or the name and address 
of the governmental agency in whose favor AAA-372 
is made,’ on line 15 below the name and address 

of the applicant and enter in the space provided, 
following the name and address of the assignee, 
the unpaid amount of the assignment on ACP~69 

or AAAM372, whichever form is recognized, Ifa 
porcentage entry appears on AAA-372 instead of 

an amount, enter such percentage on line 15 in 
the space for the amount of the assignment. If 
the applicant has not executed cither ACP-69 or 
AAA-372 with respect to the farm, ontor the word 
"None" on line 15 below the name and address of 
the applicant. Enter the word "None" on line 15 
if the assignee has not signed in Section II of 
ACP-69, or if the assignment has been released 

by the assignee by signing in Soction III thereof. 
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PART I. GENERAL 


The county office will prepare and compute farm computation 
sheets and transmit the original and one copy to the State office. 
The State office will check the allotments and yields on the farm 
computation sheets and verify all computations. Wherever possible, 
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errors made by the county office will be corrected by the State office 
and the county office will be advised of such corrections. Farm com- 
putation sheets which cannot be corrected by the State office will 
be returned to the county office for correction. : 

When a representative sample of farm computation sheets from 
a county has been approved in the State office, the rate of deduction 
for county association expenses will be determined. The State office 
will advise the county office of such rate of deduction and advise the 
county office to prepare applications for payment for such farm com- 
putation sheets. When the copy of RF—10 for any subsequent trans- 
mittal is received in the county office indicating the approval by the 
State office of the farm computation sheets included therein, applica- 
tions may be prepared with respect to such subsequent transmittals. 
The names of applicants will be checked in the county office against 
the Register of Indebtedness and the ACP-69 file, and the computa- 
tions on applications will show set-offs, assignments, and deductions 
for county association expenses. Applications for payment will be 
signed by applicants and certified by a member of the county com- 
mittee, and the original and one copy thereof will be transmitted to 
the State office. The State office will check applications against the 
State office copy of farm computation sheets, and-against the Register 
of Indebtedness, and will verify computations thereon. Wherever 
possible, errors made by the county office will be corrected by the 
State office and the county office will be advised of such corrections. 
Applications for payment. which cannot be corrected by the State 
office will be returned to the county for correction. 


In order to facilitate the handling of the work in connection with | 


the preparation and computation of farm computation sheets and 
applications for payment, the county committee should designate one 
person in the county office to be in charge of such work. Such person 
shall be directly responsible to the county committee and to the State 
committee for the proper handling of the work in connection with 
applications for payment under the 1939 Agricultural Conservation 
Program. 

Members of the county committee and all persons working in the 
county office should become thoroughly familiar with the instructions 
contained herein and with all other pertinent provisions and instruc- 
tions relating to the 1939 Agricultural Conservation Program in the 
North Central Region. Deviation from these instructions will not 
be permitted. Any question relating to the procedure to be followed 
should be referred to the person designated by the county committee. 
If such person is unable to answer the question satisfactorily, the 
question shall be referred to the State committee. If the question 
is not covered by the instructions contained herein, such question 
will be referred to the Director of the North Central Division by the 
State committee. 

No changes and corrections shall be made on any form used in con- 
nection with the 1939 Agricultural Conservation Program unless such 
changes or corrections are specifically authorized by these instruc- 
tions. When making any changes or corrections, draw a line through 
the incorrect entry in such a manner that the entry will remain legible 
and insert the correct entry in the nearest available space. 
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As used herein, the following terms shall have the following 
meanings: 

1. Transmittal means all farm computation sheets or appli- 
cations for payment which are transmitted from the county office 
to the State office or from the State office to the county office at 
one time. 

2, Lot means all farm computation sheets or applications for 
payment, the farm numbers of which are listed on one sheet 
of RF-10. 

3. Lot number means the number assigned to a lot. Such 
number shall be the same as the sheet number of RF—10. 

4. Farm number means the minor civil division code and the 
farm number assigned to a farm. 

5. Party in interest means a person who is entitled to a share 
of the soil-depleting crops, other than sugar beets, or the pro- 
ceeds therefrom at the time of harvest, a person who contributed 
to the carrying out of soil-building practices, or a person who 
contributed to the acreage of restoration land on the farm. 

6. Suspended case means any farm computation sheet or ap- 
plication for payment returned to the county office from the State 
office for correction or in connection with which additional data, 
certifications, or corrected forms have been requested by the State 
office. 

7. No payment application means any application for pay- 
ment with respect to which the total amount of payment computed 
for an applicant is zero. ‘The total amount of payment computed 
for an applicant means the net payment computed for such appli- 
cant and entered in section IV, item 2 (c) of NCR-326 and in 
section V, item 3 (b) of NCR-827A. 


The numbers and titles of the forms to be used are as follows: 


1. NCR-309—Listing Sheet. 

9, NCR-317—Farm Report (For use in States other than 
Nebraska and South Dakota). 

3. NCR-317a—Farm Report, hereinafter referred to as NCR- 
317 (For use in Nebraska and South Dakota). 

4. NCR-325—Farm Computation Sheet. 

5. NCR-326—A pplication for Payment for One Farm. 

6. NCR-327—A pplication for Payment for More Than One 
Farm. 

7, NCR-327A—Application for Payment for More Than One 
Farm. 

8. RF-2—Report of Indebtedness. 

9. RF-4—Suspension Sheet. 

10. RF-5—Transmittal Correction Sheet. 

11. RF-7—List of Persons Eligible to Execute an Application 
for Payment with Respect to Only One Farm. 

12. RF-8—List of Persons Eligible to Execute an Application 
for Payment with Respect to More Than One Farm. 

13. RF-10—Transmittal Sheet for Forms 

14, RF-12—Record of Indebtedness. 
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PART II. PREPARATION OF LISTS OF NAMES OF PER- 
SONS ELIGIBLE TO EXECUTE APPLICATIONS FOR 
PAYMENT 


In order to assure the use of the proper application form, to assure 
the inclusion on one application form of data for all farms in a 
county in which a person has an interest, and to aid the county and 
State offices in maintaining adequate records, two lists of names of 
persons eligible to execute applications for payment must be prepared 
in the county office. The first list shall be prepared on RF-7, entitled 
“List of Persons Eligible to Execute an Application for Payment 
with Respect to Only One Farm.” There will be listed on RE-7 in 
alphabetical order the names of all parties in interest with respect to 
only one farm in the county. The other list shall be prepared on RF-8, 
entitled “List of Persons Eligible to Execute an Application for Pay- 
ment with Respect to More Than One Farm.” There will be listed on 
RF-8 in alphabetical order the names of all parties in interest with 
respect to more than one farm in the county. These lists will be pre- 
pared as soon as the card file for the county is completed. 


A. PREPARATION OF CARD FILE 


In order that the county office may have adequate records from 
which to prepare RF-7 and RF-8, a card file must} be prepared in 
accordance with the following instructions. 

As Forms NCR-317 are completed in the county office, check such 
forms against the master office record form to determine that the 
names of the parties in interest as shown on NCR-317 agree with 
those opposite the same farm number on the master office record form. 
If there is a discrepancy in names or if there are names on one form 
which do not appear on the other, determine the facts and make such 
corrections on NCR-317 or the master office record form as are 
needed and enter a check mark (\/) to the left of the farm number 
on the master office record form. After Forms NCR-317 have been 
reconciled with the master office record form, prepare a 3’” by 5’’ 
card for each person whose name appears in section I, column (b) 
of NCR-817 and below whose initials in section V, column (b) a per- 
centage entry has been made. There shall be entered on each of such 
cards the minor civil division code and farm number, the name of the 
person for whom the card is prepared, the number of farms in the 
county, the number of farms in other counties in the State, and the 
number of farms in other States, with respect to which such person 
is a party in interest. The number of farms in other counties in the 
State and the number of farms in other States shall be entered in 
red and blue, respectively. If the owner or operator of a farm is 
represented by an agent the card shall be prepared in the name of 
such owner or operator and the name and title of the agent shall be 
entered on the card beneath the name of such owner or operator. If 
the owner or operator of a farm is an estate the card shall be pre- 
pared in the name of the estate and the name and title of the adminis- 
trator or executor, or the names of the heirs of the estate, as the case 
may be, shall be entered on the card beneath the name of the estate. 


PREPARATION OF LISTS 5 


If the owner or operator of a farm is an incompetent, the card.shall 
be prepared in the name of the incompetent and the name and title 
of the guardian shall be entered on the card beneath the name of the 
incompetent. Cards for persons acting in other representative or 
fiduciary capacities shall be prepared in a similar manner. Enter the 
notation “O. K.” on the card prepared for each person from the 
NCR-317 if (1) such person has not refused to sign the NCR-803 
for the farm, (2) the NCR-817 does not bear a notation that the farm 
was visited only for a program other than the 1939 Agricultural 
Conservation Program, or (8) the NCR-317 does not bear a notation 
that wind-erosion control measures were not carried out on the farm. 

When substantially all Forms NCR-817 have been completed, ex- 
amine the master office record form to determine the number of farms 
for which Forms NCR-317 have not been prepared. These farms 
will be represented by the farm numbers on the master office record 
form opposite which no check mark (\/) has been entered. Deter- 
mine whether, for any such farms, any person having an_in- 
terest therein has filed a proper request for inspection for any farm 
in the county. If so, prepare NCR-817 in accordance with the instruc- 
ions in NCR-315, reconcile NCR-817 with the master office record 
form, and prepare 3’’ by 5’” cards for the parties in interest whose 
names appear on such NCR-317 as in other cases. 

Thereafter prepare cards for each person whose name is listed on 
the master office record form opposite farm numbers which have 
not been checked. Do not enter the notation “O. K.” on cards pre- 
pared from the master office record form. 

After cards have been prepared they shall be arranged in alpha- 
betical order. There should be as many cards for a person as there 
are farms in the county in which such person has an interest. To 
determine that the proper number of cards have been prepared, count 
such cards and compare the total obtained with the entry for “farms 
in the county” as shown on each of such person’s cards. The cards 
for any person who has an interest in more than one farm in the 
county shall be arranged in order by minor civil division code and 
farm number. 

The cards shall be divided into three groups. The first group shall 
contain the cards for those persons whose names appear on only one 
card, which card bears the notation “O. K.” The second group shall 
contain the cards for those persons whose names appear on more than 
one card, all of which cards bear the notation “O. K.” The third 
group shall contain (1) the cards for those persons whose names ap- 
pear on only one card, which card does not bear the notation FO! Ks? 
and (2) the cards for those persons whose names appear on more than 
one card, one or more of which cards do not bear the notation 
“G) Ka? 

Tf the card file has been properly prepared and if the notation 
“QO, K.” has been entered in accordance with these instructions, it will 
be possible to determine from the card file the name of each person 
who is eligible to execute an application for payment and the farm 
numbers of all farms with respect to which such person may execute 


an application for payment. 
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B. PREPARATION OF FORM RF-7 


RF-7 shall be prepared in duplicate after completion of the card 
file. The first group of cards shall be used in the preparation of 
RF-%. The State and county code, the name of the program, the 
name of the State,the name of the county, and the sheet number shall 
be entered at the top of RF-7. The number “1” shall be assigned to 
the first sheet, and subsequent sheets thereof shall be numbered 
consecutively. 

Enter in column (b) the name of each person for whom only one 
card was prepared and on which card the notation “O, K.” appears. 
Do not enter the name of any person whose card does not bear the 
notation “O, K.” 

Enter in column (c) the minor civil division code and farm number 
for the farm. The minor civil division code shall be entered first and 
separated from the farm number by a dash. For example, “2-146” 
will mean minor civil division number 2, farm No. 146. Enter in 
column (d) the number of farms in other counties in the State in 
which such person has an interest. Enter in column (e) the number 
of farms in other States in which such person has an interest. These 
figures may be obtained from the card prepared for such person. 

As names, minor civil division codes, and farm numbers are being 
listed on RF-7, enter in column (a) the serial number to be assigned 
to the application for payment which will be prepared for each 
person. Serial number “1” shall be entered opposite the first name 
on the first sheet and serial numbers shall be assigned consecutively 
to the other persons whose names are listed until a number has been 
entered opposite every name. ‘The names of coowners or cooperators 
shall be considered as one name and a serial number shall be entered 
only opposite the name of the first of such coowners or cooperators, 
as the case may be. 

The original of RF—-7 must be transmitted to the State office either 
before or at the time the first transmittal of Forms NCR-325 is for- 
warded to the State office. The copy of RF-7 shall be retained in 
the county office. 


C. PREPARATION OF FORM RF-8 


When RF-7 has been completed RF-8 shall be prepared in dupli- 
cate. The second group of cards shall be used in the preparation 
of RF-8. The State and county code, the name of the program, the 
name of the State, the name of the county, and the sheet number 
shall be entered at the top of RF-8. The number “1” shall be assigned 
to the first sheet and subsequent sheets thereof shall be numbered 
consecutively. 

Enter in column (b) the name and address of each person for 
whom more than one card was prepared and on all of which cards 
the notation “O. K.” appears. Do not enter the name and address 
of any person if one or more of the cards for such person do not 
bear the notation “O. K.” 

Enter in column (c) the number of farms in other counties in the 
State in which such person has an interest. Enter in column (d) the 
number of farms in other States in which such person has an interest. 
Count the cards prepared for such person and enter the total in 
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column (e). These figures may be obtained from any one of the 
cards prepared for such person. 

Enter in columns (f) to (i), inclusive, the minor civil division 
codes and farm numbers listed on the cards prepared for such per- 
son. If a person has an interest in more than four farms in the 
county, two or more lines may be used to list the minor civil division 
codes and farm numbers for such person. 

As names, addresses, minor civil division codes, and farm numbers 
are being listed on RF-8, enter in column (a) the serial number to be 
assigned to the application for payment which will be prepared for 
each person. Serial number “7001” shall be entered opposite the first 
name on the first sheet and serial numbers shall be assigned consecu- 
tively to other persons whose names are listed until a number has 
been entered opposite every name. The names of coowners or co- 
operators shall be considered as one name and a serial number shall 
be entered only opposite the name of the first of such coowners or 
cooperators, as the case may be. If no person in the county is 
eligible to execute an application for payment with respect to more 
than one farm, an RF-8 shall be prepared and the word “None” 
shall be entered thereon. 

The original of RF-8 shall be transmitted to the State office at the 
time RF_7 is transmitted. The copy of RF-8 shall be retained in 
the county office. 


D. CORRECTION OF FORMS RF-7 AND RF-8 


Since the purposes of RF-7 and RF-8 are to assure the use of the 
proper application form, to assure the inclusion on one application 
form of data for all farms in a county in which a person has an 
interest and to aid the State office in maintaining adequate records, 
accuracy and completeness of these forms are absolutely essential. 
If changes or additions are necessary after RF-7 and RF-8 have 
been forwarded to the State office, the county office records should 
be corrected and the State office should be notified promptly in the 
manner hereinafter set forth. 

If it is discovered that one or more names were inadvertently 
omitted from RF-7 or RF-8 a supplemental sheet of the applicable 
form listing such name or names must be prepared. If a name was 
listed on RF_-7 when such name should have been listed on RI-8, it 
will be necessary to prepare a supplemental sheet of RI-8 listing 
the name and address of such person. Ifa name was listed on RF-8 
when such name should have been listed on RF—7, it will be necessary 
to prepare a supplemental sheet of RF—-7 listing the name of such 
person. In either case the word “Supplement” shall be typed above 
the title of the supplemental form. Otherwise, the form shall be 
prepared in the regular manner. Serial numbers and sheet numbers 
shall be assigned in the same series as those used for the regular 
forms RF_7 and RF-8. For example, if the number of the last sheet 
of RF_7 was “35” the first sheet of the supplemental RF—7 shall be 


assigned the number “36.” If the last name on RF-7 was assigned 
the serial number “1219” the first name on the first sheet of the sup- 
plemental RF-7 shall be assigned the serial number “1220.” More 


than one name may be included on the same supplemental form. A 
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memorandum indicating the reason for the inclusion of each name 
on the supplemental form must accompany such supplemental form 
when it is submitted to the State office. In those cases where the 
change involves the transfer of a name from RF-7 to RF-8 or a 
transfer of a name from RF-8 to RF-7, the memorandum shall contain 
a request that the State office delete such name from the previous list 
submitted to the State office. Each memorandum listing corrections 
to be made on RF-7 or RF-8 shall be headed by the reference “Re: 
Correction on RF-7” or “Re: Correction on RE-8,” as the case may be. 

If it is determined that a person whose name was listed on RE-8 
is eligible to execute an application for payment for a farm or farms 
in addition to those for which farm numbers have been listed on RE-8, 
the State office shall be advised of such fact by memorandum and re- 
quested to insert the farm number for each such additional farm on 
RF-8. No supplemental RF-8 should be prepared in such case. 

If it is determined that a person whose name was listed on RF-8 
is not eligible to execute an application for payment for a farm or 
farms for which farm numbers were listed on RF —8, the State office 
shall be advised of such fact by memorandum and requested to delete 
the farm number for each such farm from RF-8. No supplemental 
RIF -7 should be prepared in such case unless the change involves a 
transfer of such person’s name from RF-8 to RF-%. 

If it is determined that a person is eligible to execute an application 
for payment for a farm or farms in addition to the farm for which 
the farm number was listed on RF-7, the State office shall be advised 
of this fact by memorandum and a supplemental RF-8 shall be 
prepared. 

If it is determined that a person whose name was listed on RF_7 
is not eligible to execute an application for payment with respect to 
the farm for which a farm number was listed on RF_7 , the State 
office shall be advised of this fact by memorandum and requested to 
delete the name of such person and the farm number for such person 
from RF-7. No supplemental RF-7 should be prepared in such case. 

If a person whose name was listed on RF-7 or RF-8 dies, and it 
is determined that an administrator or executor or the heirs of the 
deceased are eligible to execute an application for payment with 
respect to the farms in which such person had an interest, the appro- 
priate card in the card file shall be corrected to show the name of such 
administrator, executor, or heirs. A memorandum setting forth the 
facts of the case shall be forwarded to the State office together with 
a request that the necessary substitution of names be made on the 
RF_7 or RF-8 on file in the State office. The memorandum must in. 
clude the address of the administrator, executor, or heirs of the estate, 
as the case may be. No supplemental RF-7 or RF-8 shall be prepared 
in such cases. 

If a person whose name was listed on RF-7 or RE-8 is adjudged 
incompetent, or if a person whose name was listed on RE-7 or RF-8. 
as administrator, executor, trustee, guardian, committee, receiver, 
conservator, or other fiduciary is discharged from his representative 
capacity, the card for such person shall be corrected and the State 
office shall be notified with respect to the corrections to be made on 
RF-7 or RF-8 in a mamner similar to that set forth in the preceding 
paragraph. 
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E. ENTRY OF SERIAL NUMBERS ON NCR-317 


After serial numbers have been entered on RF-7 and RF -8, such 
serial numbers shall be entered in section I, column (a) of NCR-3817, 
opposite the names of the proper persons. Enter “X” opposite any 
person’s name appearing in section I, column (a) of NCR-817, oppo- 
site which name no serial number has been entered. The entry of 
an “X” opposite any person’s name will indicate that such person is 
not eligible to execute an application for payment in connection with 
the 1939 Agricultural Conservation Program. 


F. CHECKING LISTS OF ELIGIBLES AGAINST REGISTER OF 
INDEBTEDNESS 


As soon as possible after RF—-7 and RE-8 have been completed for 
the county the names of the persons appearing on the Register of 
Indebtedness for the county shall be checked against the lists of 
eligibles. If a name which is listed on RF-7 or RF-8 appears on the 
Register of Indebtedness and the name appearing on RF-7 or RI-8 
is that of the debtor, circle the serial number on RF-7 or RF-8. If 
additions to the Register of Indebtedness are received, check such 
additions against RF-7 and RF-8. 

If the name on RF-7 or RF-8 is the same or similar to that of the 
name on the Register of Indebtedness and the applicant is not indebted, 
RF-2 shall be prepared in accordance with the instructions on the re- 
verse side thereof. All Forms RF-2 prepared for a county shall be 
filed in serial number order in the county office to be attached to the 
appropriate applications for payment when such applications for pay- 
ment are transmitted to the State office. 


PART II. FARM COMPUTATION SHEETS 


Form NCR-325 will be prepared for each NCR-317 covering farms 
participating in the 1939 Agricultural Conservation Program. 

All entries made on NCR-325 from NCR-817 and the entries which 
are the result of computations must be made with indelible pencil. 

Entries on all forms must be made in such a manner as to result 
in clear and legible entries on all copies of such forms. Legible entries 
are necessary for the reason that applications for payment will be 
prepared therefrom. 

In making entries on NCR-325, enter whole numbers to the left of 
the decimal points and enter fractions to the right of the decimal 
points. 

Whenever a computation results in a negative number, enter a zero 
(0) and not the negative number. For example, if 67.5 is to be sub- 
tracted from 46.5, enter zero (0) and not the negative number (— 21.0). 

Except as otherwise provided herein, all computations shall be 
carried to four decimal places and rounded to two decimal places. If 
a computation results in a number which contains more than four 
decimal places, disregard all figures beyond the fourth decimal place. 
In rounding numbers to two decimal places, fractions amounting to 
fifty ten-thousandths (0.0050) or less shall be dropped and fractions 
amounting to fifty-one ten-thousandths (0.0051) or more shall be con- 
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sidered as a hundredth of a unit. For example, if the result of a 
computation 1s 


(a) 8.4750, enter 8.47. 
(b) 8.4751, enter 8.48. 


A. PREPARATION OF FARM COMPUTATION SHEETS 


1. Enter the State and county code and farm number in the upper 
right-hand corner of NCR-325. Obtain such data form NCR-317. 
2. Make entries in section I of NCR-325 as follows: 


a. Column (b)—Corn. 


(1) Make entries in column (b) only if the farm is in the 
commercial corn-producing area. 

(2) Obtain the entry for item 1 (b) from section IV, item 
1 (i) of NCR-817. If the letters “N. A.” have been 
entered in section IV, item 1 (i) of NCR-817 enter the 
letters “N. A.” in item 1 (b). 

(3) Obtain the entry for item 2 (b) from section IV, item 
1 (h) of NCR-217. 

(4) Obtain the entry for item 3 (b) from section IV, item 
1 (j) of NCR-317. 


b. Column (c)—Wheat. 


(1) Obtain the entry for item 1 (c) from section IV, item 
2 (i) of NCR-317. If the letters “N. A.” have been 
entered in section IV, item 2 (i) of NCR-317 enter 
the letters “N. A.” in item 1 (c). 

(2) Obtain the entry for item 2 (c) from section IV, item 
2 (h) of NCR-217. 

(3) Obtain the entry for item 3 (c) from section IV, item 
2 (j) of NCR-3817. 


c. Column (d)—Tobacco. 


(1) Enter in the heading of column (d) the name of the 
type of tobacco appearing in section IV, item 3 (a) 
of NCR-317. Enter in the heading of column (d) 
below the name of the type of tobacco the applicable 
rate of payment per pound. The rates of payment 
are $0.008 for burley, $0.014 for dark air-cured, and 
$0.01 for cigar filler and binder. 

(2) Obtain the entry for item 1 (d) from section IV, item 
3 (i) of NCR-817. 

(3) Obtain the entry for item 2 (d) from section IV, item 
3 (h) of NCR-317. 

(4) Obtain the entry for item 3 (d) from section IV, item 
3 (j) of NCR-317. 


d. Column (e)—Potatoes: 


(1) If the farm is not in the commercial potato-producing 
area make no entries in column (e). Likewise, if the 
farm is in the commercial potato-producing area and 
also in the commercial vegetable-producing area and a 
potato acreage allotment was not established for the 
farm, make no entries in column (e). 
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(2) Obtain the entry for item 1 (e) from section IV, item 
4 (i) of NCR-317. 
(3) If a potato-acreage allotment has been established for 
the farm, obtain the entry for item 2 (e) from section 
IV, item 4 (h) of NCR-317. If a potato-acreage al- 
lotment has not been established for the farm, obtain 
the entry for item 2 (e) from the circled entry in sec- 
tion IV, item 4 (b) of NCR-3817. 
(4) Obtain the entry for item 3 (e) from section IV, item 
4 (j) of NCR-317. 


e. Column (f)—Cotton. 


(1) If the name of any crop in section IV, column (a) of 
NCR-317 has been stricken and the name of a type of 
tobacco entered in lieu thereof, delete the word ‘‘Cot- 
ton” in the heading of section I, column (f) of 
NCR-325 and enter in lieu thereof the name of such 
type of tobacco. In such case entries in column (f) 
shall be made in a manner comparable to that used in 
making entries in column (d). 

(2) Obtain the entry for item 1 (f) from section IV, item 
4 (i) of NCR-817. 

(3) Obtain the entry for item 2 (f) from section IV, item 
4 (h) of NCR-317. 

(4) Obtain the entry for item 3 (f) from section IV, item 
4 (j) of NCR-217. 


f. Column (g)—Commercial Vegetables. 


(1) If the farm is not in the commercial vegetable-produc- 
ing area make no entries in column (g). 

(2) Obtain the entry for item 1 (g) from section IV, item 
5 (i) of NCR-317. 

(3) Obtain the entry for item 2 (g) from section IV, item 
5 (h) of NCR-2317. If the farm is in the commercial 
potato-producing area and in the commercial vege- 
table-producing area and a potato-acreage allotment 
was not established for the farm, the entry for item 
2 (g) shall be obtained by adding the entries in section 
TV, items 4 (h) and 5 (h) of NCR-317. 


g. Column (h)—General. 


(1) Obtain the entry for sugar beets in the heading of col- 
umn (h) from section IV, item 8 (h) of NCR-317. 

(2) If the letters “N. A.” have been entered in section IV, 
item 6 (i) of NCR-817 enter the letters “N. A.” in the 
left half of item 1 (h). 

(3) Obtain the entry for item 3 (h) from section IV, item 
6 (j) of NCR-317. 


h. Column (1)—Total. 


(1) Obtain the entry for item 1 (1) from section IV, item 
9 (4) of NCR-817. 

(2) Obtain the entry for item 2 (i) from section IV, item 
9 (h) of NCR-817. 
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i. Column (j)—Restoration Land. 


(1) Entries for column (j) will be made only with respect 
to farms in Nebraska and South Dakota. j 

(2) Obtain the entry for item 1 (j) from section X, item 
1 (b) of NCR-817. 

(3) Obtain the entry for item 6 (j) from section X, item 
1 (d) of NCR-317. Enter zero in item 6 (j) if the 
farm is in the wind-erosion area and no entry has been 
made in section X, item 1 (d) of NCR-317. 


j. If the word “Idle” has been entered in section IV of NCR-317 
write in large letters the word “IDLE” immediately below 
the State and county code and farm number of NCR—325. 


3. Make entries in section II as follows: 


a. Obtain the entry for item 1 (b) from section IV, item 11 (h) 
of NCR-317. 

b. Obtain the entry for item 3 (b) from section IIT, column (c) 
opposite the letter “Y.” 

c. Obtain the entry for item 4 (b) from section IV, item 5 (1) 
of NCR-317. The entry for item 4 (b) should be the same 
as the entry in section I, item 1 (g) of NCR—325. 

d. Obtain the entry for item 5 (b) from section IV, item 10 (h) 
of NCR-317. 

e. Enter in the spaces provided therefor in item 8 (a) the prac- 
tice numbers of the soil-building practices carried out on 
the farm. Obtain such entries from section III, column 
(f) of NCR-317. 

f. Enter in item 9 (a) in the spaces below the practice numbers 
in item 8 (a) the number of units of each of such practices. 
ae such entries from section ITI, column (g) of NCR- 
317. 

g. Enter in item 9 (b) the total number of soil-building practice 
units carried out. Obtain such entry from section III, 
column (@), on the “Total” line of NCR-317. 


4, Make entries in section III as follows: 


a. Entries for section III will be made only with respect to 
farms in the wind-erosion area in Nebraska and South 
Dakota. 

b. Obtain the entry of item 1 (b) from section X, item 2 (d) of 
NCR-317. Enter zero in item 1 (b) if a zero or no entry 
has been made in section X, item 2 (d) of NCR-817. 

c. Obtain the entry for item 2 (b) from section X, item 3 (d) of 
NCR-317. Enter zero in item 2 (b) if a zero or no entry 
has been made in section X, item 3 (d) of NCR-817. 

d. Obtain the entry from item 3 (b) from section X, item 4 (d) 
of NCR-817. Enter zero in item 3 (b) if a zero or no entry 
has been made in section X, item 4 (d) of NCR-817. 


5. Make entries in section IV as follows: 


a. Print the names and addresses of the persons whose names 
appear in section I of NCR-817 (including the names of 
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persons opposite whose names the letter “X” has been 
entered in column (a)) in the spaces provided therefor 
above the headings in columns (d), (e), (f); (g), (bh), @)3 
and (j), (k), (1), respectively. Ifa person who was other- 
wise eligible to execute an application for payment, died 
or was declared incompetent by a court of competent juris- 
diction prior to the execution of the application for pay- 
ment, the names of his successors in interest shall be entered 
in section IV. 


(1) In the case of an individual, print the name of the 
applicant in the same style as such name appears 
on NCR-317. 

(2) In the case of cosigners print the names of the applicants 
in the same style as such names appear on NCR-317. 
Insert the word “and” between the names of such 
cosigners. 

(3) In the case of a sole proprietorship, partnership, or 
corporation, print the name of such sole proprietor- 
ship, partnership, or corporation. 

(4) In the case of an administrator, executor, or guardian, 
print the name of the applicant on three lines. Print 
the name of the administrator, executor, or guardian 
and the title (abbreviated) on the first line; the words 
“of the estate of” on the second line; and the name 
of the deceased, incompetent, or minor, together with 
the designation “deceased,” “incompetent,” or “minor” 
(abbreviated) on the third line. 

(5) In the case of a receiver, trustee, liquidator, or person 
acting in a similar capacity, print the name of the 
applicant on two lines. Print the name and title 
(abbreviated) of the receiver, trustee, or liquidator, 
on the first line and the name of the bank or institution 
for which the receiver, trustee, or liquidator, is acting 
on the second line. 

(6) In the case of a State, county, municipality, or agency 
thereof, print the name of such State, county, 
municipality, or agency. 

(7) In the case of an agent, print the name of the principal 
for whom the agent is acting. If the agent repre- 
sents an estate or the heirs of an estate and the names 
of the heirs are not disclosed, print the name of the 
agent followed by the words “Agent for the estate of 
eg ti) 2 eles , deceased,” or “Agent for the 
heirsfob 1 suyiuilsue yo fe , deceased.” 


b. Where there are more than three persons who have an interest 
in the farm additional Forms NCR-825 shall be used. The 
State and county code and farm number shall be entered 
on such additional Forms NCR-325. However, no entries 
shall be made in sections I, IT, and III. 

c. Enter in the space provided therefor above the printed name 
of each person, the serial number entered opposite such per- 
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son’s name in section J, column (a) of NCR-317. If an 
“X” has been entered opposite any person’s name, enter 
“X” above such person’s name in section IV. 

d. Enter in item 3 (a) the name of the type of tobacco shown in | 
the heading of column (d), section I. If entries have been 
made in section I, column (f) for a second type of to- 
bacco delete the word “Cotton” in item 5 (a) and enter 
the name of the second type of tobacco. 

e. Obtain the entries for items 1, 2, 3, 4, 5, 6, 7, 8, and 9 for 
columns (e), (h), and (k) from section V, column (b) of 
NCR-317 from the subcolumns above which have been 
entered the initials of the persons whose names appear above 
columns (e), (h), and (k), respectively, of section IV of 
NCR-325. If percentage entries have been made in sec- 
tion V of NCR-3817 on the same lines for all persons and 
all percentage entries for each person are the same make 
no entries in columns (e), (h), and (k) in items 1 to 9, 
inclusive, but enter such percentage in item 11 (e), 11 (h), 
or 11 (k). 

f. Make no entries in line 15. 

6. After the entry work has been completed in connection with 
Forms NCR-325 a review shall be made of a sufficient number of such 
forms to assure accuracy. 


B. COMPUTATION OF FARM COMPUTATION SHEETS 


1. If the word “Idle” has been entered below the State and 
county code and farm number, make no computations with respect 
to columns (b), (c), (d), (e), (f), and (g) of section I, since no 
payments other than soil-building and restoration land payments 
will be made with respect to any farm which is idle in 1939. 

In making computations in section I with respect to any of the 
columns (b), (c), (d), (e), (f), (g), and (j), if there are no allot- 
ment entries in line 1 for such column, make no computations for 
lines 4 and 5 for such column, and if there is no entry to be made 
in line 6 for any of such columns, make no computations for lines 7 
and 8. Make computations with respect to section I of NCR-325 
as follows: 


a. Column (b)—Corn. 


(1) If the letters “N. A.” have been entered in item 1 (b) 
make no computations in column (b) unless the entry 
in item 2 (b) is in excess of 8.0. 

(2) Obtain 4 (b) by multiplying 3 (b) by $0.09. 

(8) Obtain 5 (b) by multiplying 1 (b) by 4 (b). 

(4) Obtain 6 (b) by subtracting from 2 (b) the entry in 
1 (b). If the letters “N. A.” have been entered in 
1 (b), obtain 6 (b) by subtracting 8.0 from 2 (b). 

(5) Obtain 7 (b) by multiplying 3 (b) by $0.40. 

(6) Obtain 8 (b) by multiplying 6 (b) by 7 (b). 
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b. Column (c)—Wheat. 


(1) If the letters “N. A.” have been entered in item 1 (c) 
make no computations in column (¢) unless the entry 
in item 2 (c) is in excess of 8.0. 

(2) Obtain 4 (c) by multiplying 3 (c) by $0.17. 

(3) Obtain 5 (c) by multiplying 1 (c) by 4 (c). 

(4) Obtain 6 (c) by subtracting from 2 (c) the entry in 
1 (c). If the letters “N. A.” have been entered in 
1 (c), obtain 6 (c) by subtracting 8.0 PROME 2n(G) 

(5) Obtain 7 (c) by multiplying 3 (c) by $0.50. 

(6) Obtain 8 (c) by multiplying 6 (c) by 7 (¢). 


e. Column (d)—Tobacco. 


(1) Obtain 4 (d) by multiplying 3 (d) by the rate entered 
in the heading of column (d). 

(2) Obtain 5 (d) by multiplying 1 (d) by 4 (d). 

(3) Obtain the entry for 6 (d) as follows: Subtract from 
2 (d) the entry in 1 (d). If the result of such sub- 
traction is 10 percent or less of 1 (d), enter such re- 
sult in 6 (d). If the result of such subtraction 1s 
more than 10 percent of 1 (d), enter in the left half 
of 6 (d), 10 percent of 1 (d) (expressed in hundredths 
of an acre) or one-tenth of an acre, whichever is 
larger. Enter to the right of such. figure, separated 
by a dash, the result obtained by subtracting the 
entry in the left half of 6 (d) from the result obtained 
by subtracting from 2 (d) the entry in 1 (d). When 
two entries are made in 6 (d) the sum of such entries 

must equal the result obtained by subtracting from 
2 (d) the entry in 1 (d). 

(4) Obtain the entry for 7 (d) as follows: If one entry has 
been made in 6 (d) enter 3 (d) multiplied by $0.02. 
If two entries have been made in 6 (d) enter in the 
left half of 7 (d) the result obtained by multiplying 
3 (d) by $0.02 and enter to the right of such figure, 
separated by a dash, the result obtained by multi- 
plying 8 (d) by $0.08. 

(5) Obtain the entry for 8 (d) as follows: If one entry 
has been made in 7 (d) enter 6 (d) multiplied by (Cd). 
If two entries have been made in 7 (d) enter the sum 
of the results obtained by multiplying the entry in 
the left half of 6 (d) by the entry in the left half of 
7 (d) and the entry in the right half of 6 (d) by the 
entry in the right half of 7 (d). 

d. Column (e)—Potatoes. 

(1) Obtain 4 (e) by multiplying 3 (e) by $0.03. 

(2) Obtain 5 (e) by multiplying 1 (e) by 4 (e). 

(3) Obtain the entry for 6 (e) as follows: If an entry other 
than zero has been made in 1 (e) enter 2 (e) minus 


16 1989 AGRICULTURAL CONSERVATION PROGRAM 


1 (e). If no entry other than zero has been made in 
1 (e) enter 2 (e) minus 8.0. 
(4) Obtain 7 (e) by multiplying 3 (e) by $0.80. 
(5) Obtain 8 (e) by multiplying 6 (e) by 7 (e). 
e. Column (f)—Cotton. 


(1) If the word “Cotton” has been stricken from the head- 
ing of column (f) and the name of a type of tobacco 
entered in lieu thereof, computations with respect to 
column (f) shall be made in accordance with the in- 
structions for making computations with respect to 
column (d). 

(2) Obtain 4 (f) by multiplying 3 (f) by $0.02. 

(3) Obtain 5 (f) by multiplying 1 (f) by 4 (f). 

(4) Obtain 6 (f) by subtracting from 2 (f) the entry in 
Tt 


(5) Obtain 7 (f) by multiplying 3 (f) by $0.04. 
(6) Obtain 8 (f) by multiplying 6 (f) by 7 (f). 


f. Column (¢)—Commercial Vegetables. 
(1) Obtain 5 (g) by multiplying 1 (g) by 4 (g). 
(2) Obtain 6 (g) by subtracting from 2 (g) the larger of 
1 (e) and 3.0 acres. 
(3) Obtain 8 (g) by multiplying 6 (g) by 7 (g). 
g. Column (h)—General. 


(1) Obtain 1 (h) by subtracting from 1 (i) the sum of the 
entries in 1 (b), 1 (c), 1 (d), 1 (e), 1 (f),1 (g), and 
the entry for sugar beets in the heading of column (h). 
(2) Obtain 4 (h) by multiplying 3 (h) by $1.10. 
(3) If the letters “N. A.” have not been entered in 1 (h) 
obtain 5 (h) by multiplying 1 (h) by 4 (h). If the 
letters “N. A.” have been entered in 1 (h) make no 
entry in 5 (h). 
(4) If the letters “N. A.” have not been entered in 1 (h) 
obtain 6 (h) by subtracting from 2 (i) the sum of the 
entries in 1 (i), 6 (b), 6 (c), 6 (d), 6 (e), 6 (f), and 
6 (g). If the letters “N. A.” have been entered in 
1 (h) obtain 6 (h) by subtracting from 2 (i) the sum 
of the entries in 1 (f), 6 (b), 6 (c), 6 (d), 6 (e),. 6. Ghe 
6 (g), and 20.0 acres. 
(5) Obtain 7 (h) by multiplying 3 (h) by $8. 
(6) For farms in States other than Nebraska and South 
Dakota, obtain 8 (h) by multiplying 6 (h) by 7 (h). 
For farms in Nebraska and South Dakota the entry 
for 8 (h) will be the entry in 6 (h) times 7 ( h) plus the 
sum of the entries in Section III, column (c). 

h. Column (j)—Restoration Land. 


(1) Obtain 5 (j) by multiplying 1 (j) by 4 (j). 
(2) Obtain 8 (j) by multiplying 6 (j) by 7 (i)? 
2. Make computations with respect to section II of NCR-395 as 
follows: 
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a. Column (b)—Acres or Units. 


(1) Obtain 2 (b) by subtracting from 1 (b) the entry in 
section I, item 1 (1). 

(2) Determine that the entry in 9 (b) is equal to the sum of 
the entries on line 9, in column (a). 


b. Column (c)—Amount. 


(1) Obtain 2 (c) by multiplying 2 (b) by $0.50. 

(2) Obtain 3 (c) by multiplying 3 (b) by the county rate 
of payment for noncrop open pasture. 

(3) Obtain 4 (c) by multiplying 4 (b) by $0.70. 

(4) Obtain 5 (c) by multiplying 5 (b) by $2. 

(5) If the letters “N. A.” have been entered in section I, 
item 1 (h), enter in 6 (c) the result obtained by multi- 
plying section I, item 1 (h), by section I, item 4 (h). 
If the letters “N. A.” have not been entered in sec- 
tion I, item 1 (h), make no entry in 6 (c). 

(6), Obtain 7 (c) by adding 2 (c), 8 (c), 4 (c), 5 (c), and 


6 (c). 
(7) Obtain 9 (c) by multiplying 9 (b) by $1.50. 
(8) Enter in 10 (c) the smaller of 7 (c) and 9 (c). 


3. Make computations with respect to section IIT of NCR-325 as 
follows: 


eed 


a. Column (c)—Amount of Deduction. 
(1) Obtain 1 (c) by multiplying 1 (b) by $8. 
(2) Obtain 2 (c) by multiplying 2 (b) by $2. 
(3) Obtain 3 (c) by multiplying 3 (b) by $1. 
4, Make computations with respect to section IV of NCR-825 as 
follows: 


a. Column (b)—Net Payment. 


(1) Obtain 1 (b) by subtracting from section I, 5 (b) the 
entry in section I, 8 (b). 
(2) Obtain 2 (b) by subtracting from section I, 5 (c) the 
entry in section I, 8 (c). 

(3) Obtain 3 (b) by subtracting from section I, 5 (d) the 
entry in section I, 8 (d). 

Obtain 4 (b) by subtracting from section I, 5 (e) the 
entry in section I, 8 (e). 

(5) Obtain 5 (b) by subtracting from section I, 5 (f) the 
entry in section I, 8 (f). 

Obtain 6 (b) by subtracting from section I, 5 (g) the 
entry in section I, 8 (g). 

Obtain 7 (b) by subtracting from section I, 5 (h) the 
entry in section I, 8 (h). 

Obtain 8 (b) by subtracting from section I, 5 (j) the 
entry in section I, 8 (j). 

(9) Enter in 9 (b) the entry in section II, 10 (c). 
(10) Enter in 10 (b) the sum of the entries in 1 (b) to 

9 (b), inclusive. 
158649—39——3 
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b. Column (c)—Net Deduction. 


(1) Obtain 1 (c) by bee from section I, 8 (b) the 
entry in section I, 5 (b 

(2) Obtain 2 (c) by subtracting from section I, 8 (c) the 
entry in section I, 5 (c). 

(3) Obtain 3 (c) by subtracting from section I, 8 (d) the 
entry in section I, 5 (d). 

(4) Obtain 4 (c) by subtracting from section I, 8 (e) the 
entry in section I, 5 (e). 

(5) Obtain 5 (c) by subtracting from section I, 8 (f) the 
entry in section I, 5 (f). 

(6) Obtain 6 (c) by subtracting from section I, 8 (g) the 
entry in section I, 5 (g). 

(7) Obtain 7 (c) by cuBirncalts from section I, 8 (h) the 
entry in section I, 5 (h). 

(8) Obtain 8 (c) by subtracting from section I, 8 (j) the 
entry in section I, 5 (j). 

(9) Enter in 10 (c) the sum of the entries in 1 (c)) to. Se); 
inclusive. 


— 


ce. Items 11 (b) and 11 (c). 


(1) Ope 11 (b) by subtracting from 10 (b) the entry in 
(2) Obtain ‘ (c) by subtracting from 10 (c) the entry in 
0 (b 


i she and deductions to applicants. 


” Obtain 1 (d) by multiplying 1 (b) by 1 (e). 
2) Obtain 1 (f) by multiplying 1 (c) by 1 (e). 

(3) Obtain 1 (g) by multiplying 1 (b) by 1 (h). 

(4) Obtain 1 i} by multiplying 1 (c) by 1 (h). 

(5) Obtain 1 (j) by multiplying 1 (b) by 1 (k). 

(6) Obtain 1 (1) by multiplying 1 (c) by 1 (k). 

(7) Obtain the entries for lines 2 to 8, inclusive, in columns 
(d), (£), (g), G), (j), and (1) in the same manner as 
that employed in obtaining the entries for line 1. 

(8) Obtain 9 (d), 9 (g), and 9 (j) by multiplying 9 (b) by 
SCY) (h), and 9 (k), respectively. 

(9) Obtain Tt (d) ‘by subtracting from 10 (d) the entry in 
10 


(10) Obtain 11 (f) by subtracting from 10 (f) the entry in 
(11) bina 11 (g) by subtracting from 10 (g) the entry in 
(12) Obtained 11 (1) by subtracting from 10 (i) the entry in 
(13) Onan’ ti (j) by subtracting from 10 (j) the entry in 
(14) Obtain 11 (1) by subtracting from 10 (1) the entry in 


(1D ele “a division of payments with respect to a farm is 
the same for all crops, soil-building practices, and the 
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restoration land goal, there will be no percentage en- 
tries in columns (e), (h), and (k) except on line 11. 
In such cases it will not be necessary to obtain entries 
for lines 1 to 10, inclusive, in columns (d), (f), (g), 
(1), (j), and (1). For such cases, obtain 11 (d),11 (g), 
and 11 (j) by multiplying 11 (b) by 11 (e), 11 (h), 
and 11 (k), respectively, and obtain 11 (f), 11 (1), 
and 11 (1) by multiplymg 11 (c) by 11 (e), 11 (h), 
and 11 (k), respectively. 


(16) If not more than two persons have an interest in the 
farm. 
(a) Obtain 12 (d) by subtracting from 11 (d) the entry 
in 11 (1). 
(b) Obtain 12 (f) by subtracting from 11 (f) the entry 
in 11 (g). 
(c) Obtain 12 (g) by subtracting from 11 (g) the entry 
in 11 (f). 
(d) Obtain 12 (i) by subtracting from 11 (i) the entry 
in 11 (d). 


(17) If more than two persons have an interest in the farm 
and entries appear in line 11 only in the payment 
columns, or in line 11 only in the deduction columns 
for all persons, transfer the entries for each person in 
line 11 to line 12. 

(18) If more than two persons have an interest in the farm 
and entries appear in line 11 in both payment columns 
and deduction columns, proceed as follows: 

(a) If an entry has been made in 11 (b), divide 11 (b) 
by the sum of 11 (d), 11 (g), and 11 (j). The 
factor so obtained shall be carried to six decimal 
places and rounded to four decimal places and 
entered in the space provided in 12 (a). Obtain 
the entries for 12 (d), 12 (g), and 12 (j) by mul- 
tiplying the entries in 11 (d), 11 (g), and 11 (j) 
by this factor. 

(b) If an entry has been made in 11 (c) divide 11 (c) 
by the sum of 11 (f), 11 (i), and 11 (1). The 
factor so obtained shall be carried to six decimal 

: places and rounded to four decimal places and 
entered in the space provided in 12 (a). Obtain 
the entries for 12 (f), 12 (i), and 12 (1) by mul- 
tiplying 11 (f), 11 (1), and 11 (1) by this factor. 

(19) Obtain the entries for 13 (d), 13 (g), and 13 (j) from 
the following table of payment increases : 


TABLE OF INCREASE IN SMALL PAYMENTS 


1. Any payment amounting to 71 cents or less shall be 
increased to $1.00. 

9. Any payment amounting to 72 cents or more shall 
be increased in accordance with the following 
schedule. 
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Amount of payment com- | Increase in Amount of payment eom- | Increase in 


puted payment puted payment 


$0.72 to $0.73____--- $0. 29 || $27.00 to $27.99____- $9. 40 
$0.74 to $0.76______- . 80 || $28.00 to $28.99_____ 9. 60 
$0.77 to $0.78______- . 31 || $29.00 to $29.99_____ 9. 80 
$0.79 to $0.81_______ . 82 || $30.00 to $30.99_____ 10. 00 
$0.82 to $0.83______- . 33 |} $31.00 to $31.99_____ 10. 20 
90.84 to $0.86_______ . 84 || $82.00 to $32.99_____ 10. 40 
$0.87 to $0.88_____-- . 35 || $33.00 to $33.99____- 10. 60 
$0.89 to $0.91_______ . 86 || $34.00 to $34.99 _____ 10. 80 
$0.92 to $0.93_______ .3 $35.00 to $35.99 _____ 11. 00 
$0.94 to $0.96______- . 88 |} $36.00 to $36.99_____ 11. 20 
$0.97 to $0.98______- . 39 || $37.00 to $37.99_____ 11. 40 
$0.99 to $1.99______- . 40 || $38.00 to $38.99_____ 11. 60 
$2.00 to $2.99_______ . 80 || $39.00 to $39.99_____ 11. 80 


20 || $40.00 to $40.99_____ 12. 00 
60 || $41.00 to $41.99 _____ 12. 10 
00 |) $42.00 to $42.99_____ 12. 20 
40 || $43.08 to $438.99____- 12. 30 
80 || $44.00 to $44.99 ____ 12. 40 
20 || $45.00 to $45.99 _____ 12. 50 
60 || $46.00 to $46.99_____ 12, 60 


$3.00 to $3.99_______ 
$4.00 to $4.99_______ 
SPOOL) Ho) GO). 
$6.00 to $6.99_______ 
37.00 to $7.99__-_-__ 
$8.00 to $8.99______- 
39.00 to 39.99 _—__ 
$10.00 to $10.99_____ 
o11.00,to $11.99: _— __ 
$12.00 to $12.99_____ 
$13.00 to $13.99_____ 


$14.00 to $14.99_____ 60 || $51.00 to $51.99_____ 13. 10 


SO SO GO 1 00 00 CO MINIS. HD OVO HS HB ER GO GO DO DON bt 
=) 
-s 


$15.00 to $15.99_____ $52.00 to $52.99_____ 13. 20 
$16.00 to $16.99_____ 40 || $53.00 to $53.99_____ 13. 30 
$17.00 to $17.99_____ 80 || $54.00 to $54.99_____ 13. 40 
$18.00 to $18.99_____ 20 || 355.00 to $55.99_____ 13. 50 
$19.00 to $19.99_____ 60 || $56.00 to $56.99_____ 13. 60 
$20.00 to $20.99_____ 00 || $57.00 to $57.99_____ 13. 70 
$21.00 to $21.99_____ 20 || $58.00 to $58.99_____ 13. 80 
$22.00 to $22.99_____ 40 || $59.00 to $59.99_____ 13. 90 
$23.00 to $23.99__-__ 60 || $60.00 to $185.99____ 14. 00 
$24.00 to $24.99_____ 80 || $186.00 to $199.99___ (1) 
$25.00 to $25.99_____ | 00 || $200.00 and over____| (2) 
$26.00 to $26.99_____ 20 
1 Increase“to $200.00. 2 No increase. 


(20) Enter in 14 (d), 14 (g), and 14 (j) the sum of the en- 
tries in 12 (d) and 18 (d), 12 (g) and 18 (g), and 
12 (j) and 13 (j), respectively. 


5. After the computation work has been completed in connection 
with Forms NCR-825 a review shall be made of a sufficient number 
of such forms to assure accuracy. 


C. TRANSMITTAL OF FARM COMPUTATION SHEETS TO STATE OFFICE 


The minimum number of farm computation sheets which may be 
included in the first transmittal and the number of transmittals which 
may be made shall be fixed by the State committee. 

All farm computation sheets, whether “Payment” or “No payment,” 
shall be listed on RF-10 entitled “Transmittal Sheet for Forms 
beresretinlbag ser ” RF-10 shall be prepared in accordance with the instruc- 
tions on the reverse side of such form. All data on RF-10 shall be 


typed. Before the farm numbers are entered in Section I of RF-10, 
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the farm computation sheets being transmitted shall be arranged in 
order by minor civil division and farm number. If there are inore 
than 40 farm computation sheets for any minor civil division the farm 
numbers of such farm computation sheets shall not be listed on the same 
sheet of RF—-10 with the farm numbers for farm computation sheets 
for other minor civil divisions, unless the total number of farm com- 
putation sheets for the two or more minor civil divisions is less than 
75, in which case the farm numbers of the farm computation sheets 
for such minor civil divisions may be listed on one sheet of RF—10. 
Tor the purpose of checking in the State office it is undesirable to list 
the farm numbers of farm computation sheets in one minor civil di- 
vision with those of another, unless the farm numbers of the farm 
computation sheets for both minor civil divisions may be listed on one 
sheet of RF-10. 

The original and the first copy of NCR-825 and the original and the 
first copy of RF-10 shall be forwarded to the State cffice. The county 
office copies of the farm computation sheets and Forms RF-10 shall! be 
filed in the county office. The county office copies of farm computa- 
tion sheets shall be filed by transmittals in farm number order. 

In the event an error is discovered in a farm computation sheet 
after such farm computation sheet has been transmitted to the State 
office, the State office shall be notified of such error by means of a 
memorandum explaining the nature of the correction desired and the 
reasons therefor. Reference shall be made to the minor civil division 
code and the farm number of the farm computation sheet and to the 
sheet number of RF-10 on which the farm number of such farm 
computation sheet was listed in order that the incorrect farm compu- 
tation sheet may be readily located. If it is deemed advisable, a cor- 
rected farm computation sheet may be submitted with the memoran- 
dum to replace the incorrect farm computation sheet. 


D. HANDLING SUSPENDED FARM COMPUTATION SHEETS 


All data appearing on farm computation sheets will be carefully 
checked in the State office. Wherever possible, errors made by the 
county office on the farm computation sheets will be corrected in the 
State office. Farm computation sheets which cannot be corrected will 
be returned to the county office for correction. After all farm compu- 
tation sheets have been checked in the State office, a copy of RF—-10 
will be returned to the county office. 

If an error on a farm computation sheet is corrected in the State 
office, corrections will be made on both the original and the copy of 
NCR-325 in the State office. RIF—4 will be prepared in the State 
office and forwarded to the county office for each NCR-825 in connec- 
tion with which a correction is made. Upon receipt of RF-4 for a 
farm computation sheet, the county office copies of the applicable farm 
computation sheet shall be corrected in accordance with the informa- 
tion shown on RF-4. 

Tf an error on a farm computation sheet cannot be corrected in the 
State office, the original and the copy thereof will be returned to the 
county office together with RF-4 indicating the error on the farm 
computation sheet. The farm numbers of farm computation sheets 
which are returned to the county office will be listed in section IT of the 
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copy of RF-10 returned to the county office. The farm computation 
sheets included in a transmittal which are not listed in section II of 
the copy of RF-10 returned to the county office may be considered 
as approved by the State office. 

When farm computation sheets which have been returned to the 
county office for correction are ready for return to the State office such 
forms shall be listed on the same sheet of RF-10 with farm compu- 
tation sheets which are being transmitted to the State office for the 
first time. All farm computation sheets which were returned to the 
county office for correction shall be returned to the State office as soon 
as possible. If a new farm computation sheet is prepared to replace 
the farm computation sheet which was returned to the county office 
for correction, both forms shall be forwarded to the State office at the 
same time. ‘There shall be entered on the old farm computation sheet 
the words “Replaced by corrected farm computation sheet.” Such 
words should also be entered on the county office copy of the farm 
computation sheet, or such copy may be destroyed. 


PART IV. APPLICATIONS FOR PAYMENT 


When a representative sample of farm computation sheets has 
been received and approved in the State office, the rate of deduction 
for county association expenses will be determined and the county 
office will be notified of such rate of deduction and advised when 
applications for payment may be prepared and computed. No ap- 
pheations for payment with respect to any farm shall be prepared 
until the county office is advised by the State office that the farm 
computation sheet for such farm has been approved. 

In preparing applications for payment for persons who are in- 
debted to the United States Government or who have assigned all 
or a part of their payments on ACP-—69, data for set-offs and assign- 
ments shall be entered in the following order. 


1. Grants of aid. 

2. Crop insurance advances. 

3. Overpayments under agricultural conservation programs. 

4, Overpayments under price adjustment programs, including 
failure to distribute 1935 Cotton Price Adjustment Pay- 
ments. 

. Overpayments under sugar beet programs. 

. Overpayments under commodity contracts. 

. Indebtedness to Farm Security Administration. 

. Indebtedness to Farm Credit Administration. 

. Assignments. 


CS CO AT Sd Or 


A. PREPARATION OF APPLICATIONS FOR PAYMENT 


Form NCR-826 shall be prepared for each person whose name is 
listed in section IV of NCR—825, if the serial number above such per- 
son’s name is smaller than 7,000. Form NCR-827 shall be prepared 
for each person whose name is listed in section IV of NCR-825, if the 
serial number above such person’s name is greater than 7,000. Do 
not prepare an NCR-326 or an NCR-327 for any person whose 
name is listed in section IV of NCR-825, if the letter “X” has been 
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entered above such person’s name. Attach all forms NCR-826 or 
NCR-827 which are prepared for a farm to the NCR-825 covering 
such farm. In order that it may be readily determined whether an 
application has been prepared for a person, a check mark (1) shall 
be entered to the right of each serial number above section IV of 
NCR-825 for which NCR-326 or NCR-827 is prepared. 


1. Prepare NCR-826 as follows: 


a. Enter the State and county code, serial number, and farm 
number in the upper right-hand corner. Obtain the State 
and county code and the farm number from the upper 
right-hand corner of NCR-825. Obtain the serial number 
from section IV of NCR-325, above the printed name of 
the person for whom NCR-826 is being prepared. 


b. Make entries in section II as follows: 


(1) Enter in lines 1, 2, and 3, columns (b), (c), (d), (e), 
(f), (g), (bh), (2), and (j), and in the headings of 
such columns the entries in the corresponding lines 
and columns in section I of NCR-825. 

(2) Enter in line 4 in the applicable columns the appli- 
cant’s percentage shares with respect to soil-depleting 
crops, restoration land goal, and soil-building prac- 
tices. The percentage shares shall be obtained from 
section IV, column (e), (hb), or (k) of NCR-325, 
above whichever column the name of the applicant 
has been entered. If a percentage share has been en- 
tered in section IV, items 11 (e), 11 (h), or 11 (k) 
of NCR-825, enter such percentage share in line 4, 
column (1) and make no other entries on line 4. 


ce. Make entries in section ITI as follows: 


(1) Obtain the entry for item 1 from section IT, item 1 (b) 
of NCR-3825. 

(2) Obtain the entry for item 2 from section II, item 3 (b) 
of NCR-325. 

(3) Obtain the entry for item 3 from section IT, item 4 (b) 
of NCR-825 


(4) Obtain the entry for item 4 from section IT, item 5 (b) 
of NCR-825. 

(5) Obtain the entries for items 5 and 6 from the entries 
in section II, items 8 (a) and 9 (a), respectively, of 
NCR-325. 

(6) Obtain the entry for the “Total” column of item 6 from 
section IT, item 9 (b) of NCR-825. 

(7) Obtain the entry for item 7 from section I, item 6 (j) 
of NCR-325. 

(8) Obtain the entry for item 8 from section IIT, item 1 (b) 
of NCR-825. 

(9) Obtain the entry for item 9 from section ITT, item 2 (b) 
of NCR-825. ; 

(10) Obtain the entry for item 10 from section ITT, item 3 (b) 
of NCR-825. 
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d. Make entries in section IV as follows: 


(1) Obtain the entry for item 1 (c) from section IV, line 
14, column (d), (g), or (j) of NCR-325 above which- 
ever column the name of the applicant has been 
entered. 

(2) Enter the rate of deduction for county association ex- 
penses in the space provided therefor in item 2 (a). 

(3) Print the name and address of the applicant in item 6 (a). 
Obtain such data from section IV of NCR-825. In 
printing the name of any person, such name shall be 
printed in accordance with the instructions contained 
herein for printing names on NCR-825. 


e. Entries in section IV with respect to set-offs and assignments. 


(1) Before the entries, if any, may be made in section IV, 
items 8, 4, and 5, it will be necessary that a determina- 
tion be made whether the applicant is indebted to the 
United States Government and whether he has assigned 
part or all of his payment with respect to the farm on 
ACP-69. 'Fo determine whether the applicant is in- 
debted to the United States Government, check the 
serial number of the application against RF—7. If the 
serial number of the application has been circled on 
RF-7, attach to the application the RF-12 prepared 
for the debtor. If RF-2 has been prepared for the 
applicant, attach such RF-2 to the application. If the 
applicant has made an assignment with respect to the 
farm, ascertain whether section ITT of ACP-69 has 
been executed by the assignee. If section IIT of ACP- 
69 has not been executed by the assignee, attach such 
form to the application. 

(2) Determine the priority of the set-offs and assignments 
involved and print in items 3, 4, and 5, in the order of 
priority, the name of the Government agency to which 
the applicant is indebted and the name and address of 
the assignee. A separate entry should be made for 
each RF-12 attached to the application. 

(a) If the applicant is indebted to the United States 
Government, print the name of the agency to which 
he is indebted, i. e.: “Indebted to A. A. A.” If 
the indebtedness arose out of an advance for a crop 
insurance premium enter following the words 
“Indebted to A. A. A.” the words “1939 (or 1940) 
Crop Insurance Premium Advance.” If the in- 
debtedness arose out of a grant of aid, enter follow- 
ing the words “Indebted to A. A. A.” the words 
“Grant of Aid.” 

(b) If an assignment was made print the name and 
address of the assignee and enter after the name 
of the assignee, preceded by a comma, the word 
“assignee,” 1. e., “John Doe, assignee.” 
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(3) Enter in column (b) opposite the name of the Govern- 
ment agency or opposite the name of the assignee, the 
amount of the indebtedness or the unpaid amount of 
the assignment. 


2. Prepare NCR-327 as follows: 


a. Enter the State and county code, serial number, and farm 
number in the upper right-hand corner. Obtain the 
State and county code and the farm number from the 
upper right-hand corner of NCR-325. Obtain the 
serial number from section IV of NCR-825, above the 
printed name of the person for whom NCR-827 is 
being prepared. 

b. Make entries in sections I and II in the manner set forth in 

these instructions for making entries in sections II and 

III, respectively, of NCR-326. 

ce. Make entries in section III of NCR-327 as follows: 


(1) Obtain the entry for the “Payment” column, line 1, from 
section IV, line 14, column (d), (g), or (j), of NCR-3825 
above whichever column the name of the applicant has 
been entered. 

(2) Obtain the entry for the “Deduction” column, line 1, 
from section IV, line 12, column (f), (4), or (1), of 
NCR-325 above whichever column the name of the 
applicant has been entered. 

(3) If the applicant has made an assignment with respect 
to the farm, and section ITI of ACP-69 has not been 
executed by the assignee print in item 2 the name and 
address of the assignee. Enter in the space provided 
in item 2, below the “Deduction” block, the amount of 
the unpaid assignment. 

(4) Print the name of the applicant in item 8. Obtain such 
data from section TV of NCR-825. In printing the 
name of any person, such name shall be printed in 
accordance with the instructions contained herein for 
printing names on NCR-825. 


3. As Forms NCR-327 are prepared, check such forms against 
RF-8 as follows: 


‘a. Check the farm number on each NCR-327 against RF-8. 
Enter a check mark (\/) on the REF-8 to the right of the 
farm number which is shown on NCR-827 for the appl- 
cant. When all farm numbers opposite the name of a per- 
son on RF-8 have been checked, enter in the upper right- 
hand corner of the last NCR-827 which is checked against 
RF-8, to the left of the farm number, the number in col- 
umn (e) of the RF-8 opposite the name of such person and 
encircle such entry. 

b. When the last NCR-827 for an application has been prepared, 
determine whether the applicant is indebted to the United 
States Government by checking the serial number of the 
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application against RF-8. If the serial number of the 
application has been circled on RF-8, attach to the applica- 
tion the RF-12 prepared for the debtor. If RF-2 has been 
prepared for the applicant, attach such RF-2 to the appli- 
cation. 


ce. File the Forms NCR-327 which do not have a circled number 


in serial number order by farm number. 


d. Remove from the file all Forms NCR-3827 bearing the same 


serial number as that of an NCR-827 on which a circled 
number has been entered to the left of the farm number 
thereon. Determine that the number of Forms NCR-327 
prepared is equal to the circled number which appears in 
the upper right-hand corner of the last NCR-827 which was 
checked against RF-8. Check the name of the applicant on 
all Forms NCR-827 bearing the same serial number to deter- 
mine that all of such forms are for the same person and 
that the name of such person as it appears on each NCR-327 
is the same. If any Forms NCR-327 for a serial number 
are missing and the corresponding Forms NCR-325 have 
been approved by the State office, prepare Forms NCR-327 
in the regular manner. If the corresponding Forms NCR- 
325 have not been approved by the State office, remove the 
check marks opposite the farm numbers on RF-8 for the 
missing Forms NCR-327 and take such steps as are neces- 
sary to have the Forms NCR-825 approved by the State 
office, after which Forms NCR-327 will be prepared and 
handled in the regular manner. 


e. Arrange Forms NCR-327 for each serial number in farm 


number order, and fasten all Forms NCR-827 bearing the 
same serial number together. 


4. Preparation of NCR-327A: 


a. Enter in the upper right-hand corner the State and county 


code and serial number. 


b. Enter in column (a) in consecutive order the farm numbers 


of all Forms NCR-327 bearing the same serial number. 


c. For each NCR-827, opposite its respective farm number in 


column (a) 


(1) Enter in column (b) the entry in the “Payment” column, 
Section III, item 1 of NCR-327. 

(2) Enter in column (c) the entry in the “Deduction” column, 
section ITT, item 1 of NCR-327. 

(3) Enter in column (e) the entry in the “Deduction” 
column in section IIT, item 2 of NCR-2827. 

(4) Enter in column (g) the name and address of the 
assignee as shown in section IIT, item 2 of NCR-327. 


d. Enter the rate of deduction for county association expense 


in the space provided therefor on line 3 of NCR-327A. 


e. If an RF-2 or RF-12 is attached to an NCR-827, attach such 


form to the NCR-327A bearing the same serial number. 
(1) Determine the priority of the set-offs involved and 
print in items 4, 5, and 6, in the order of priority, the 
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name of the Government agency. A separate entry 
should be made for each RF-12 attached to the ap- 
plication. 


(a) If the applicant is indebted to the United States 
Government, print the name of the agency to 
which he is indebted, i. e., “Indebted to A. A. A.” 
If the indebtedness arose out of an advance for a 
crop insurance premium enter following the 
words “Indebted to A. A. A.” the words “19389 
(or 1940) Crop Insurance Premium Advance.” 
If the indebtedness arose out of a grant of aid, 
enter following the words “Indebted to A. A. A.” 
the words “Grant of Aid.” 


(2) Enter in column (c) opposite the name of the Govern- 
ment agency the amount of the indebtedness. 


f. Print in the space provided in section V, line 7 of NCR-827A, 
the name and address of the applicant. Obtain the name 
and address from RF-8. Determine that the name of the 
applicant as printed on NCR-827A is the same as that 
printed on Forms NCR-2327 bearing the same serial number. 


5. After the entry work in connection with Forms NCR-326, NCR- 
327, and NCR-327A has been completed, a review shall be made of a 
sufficient number of such forms to assure accuracy. 


B. COMPUTATION OF APPLICATIONS FOR PAYMENT 


1. Compute section IV of NCR-826 as follows: 


a. Obtain item 2 (c) by multiplying item 1 (c) by 100 percent 
minus the rate of deduction for county association expenses. 

b. If no entries for assignments or set-offs have been made in 
items 3 (b), 4 (b), and 5 (b), transfer the amount in item 
2 (c) to item 6 (c). 

c. If entries for assignments or set-offs have been made in items 
3 (b), 4 (b), or 5 (b), proceed as follows: 


(1) Enter on the first line in item 3 (c) the smaller of the 
entries in item 2 (c) and item 3 (b). 
(2) Enter on the second line in item 3 (c), the result ob- 
tained by subtracting from item 2 (c) the entry on the 
first line in item 3 (c). 
(3) If no entries have been made in item 4 (b) or 5 (b), 
transfer the amount in the second line in item 3 (c) to 
item 6 (c). 
(4) If entries have been made in item 4 (b) or 5 (b), obtain 
the entries for column (c) for lines 4 and 5 in the 
| manner that the entries for line 3, column (c) are ob- 
tained. If line 4 is used and line 5 is not used, trans- 
fer the entry on the second line in 4 (c) to 6 (c). If 
line 5 is used, transfer the entry on the second line in 
5 (c) to 6 (c). 
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2. Compute section V of NCR-327A as follows: 


a. Enter in item 1 (b) the sum of the entries in column (b). 

b. Enter in item 1 (c) the sum of the entries in column (c). 

ce. Obtain item 2 (b) by subtracting from item 1 (b) the entry 
in item 1 (c). 

d. Obtain item 3 (b) by multiplying item 2 (b) by 100 percent 
minus the rate of deduction for county association expenses. 

e. If no entries for set-offs have been made in items 4 (c), 5 (c), 
or 6 (c), and if no entries for assignments have been made 
in column (e), transfer the amount in item 3 (b) to item 


f. If entries for set-offs have been made in items 4 (c), 5 (c), or 
6 (c) and no entries for assignments have been made in 
column (e), proceed as follows: 


(1) If an entry has been made in item 4 (c) and no entries 
have been made in items 5 (c) and 6 (c). 


(a) Enter in item 4 (b) the entry in item 3 (b). 

(b) Enter in item 4 (h) the smaller of the entries in 
items 4 (b) and 4 (c). 

(c) Enter in item 7 (h) the result obtained by subtract- 
ing from item 4 (b) the entry in item 4 (c). 


(2) If entries have been made in item 4 (c) and 5 (ec) and 
no entry has been made in item 6 (c). 


(a) Obtain the entries for item 4 (b) and 4 (h) as set 
forth in paragraph f (1). 

(b) Enter in item 5 (b) the result obtained by sub- 
tracting from the entry in item 4 (b) the entry in 
item 4 (c). 

(c) Enter in item 5 (h) the smaller of the entries in 
items 5 (b) and 5 (c). 

(d) Enter in item 7 (h) the amount obtained by sub- 
tracting from the entry in item 5 (b) the entry 
in item 5 (c). 

(3) If dacyoe have been made in items 4 (c), 5 (c), and 
6 (c). 

(a) Obtain the entries for items 4 (b) and 4 (h) as set 
forth in paragraph f (1). 

(b) Obtain the entries for items 5 (b) and 5 (h) as 
set forth in paragraph f (2). 

(c) Obtain the entry for item 6 (b) by subtracting 
from the entry in item 5 (b) the entry in item 


5 (c). 

(d) Enter in item 6 (h) the smaller of the entries in 
items 6 (b) and 6 (c). 

(e) Enter in item 7 (h) the amount obtained by sub- 
tracting from the entry in item 6 (b) the entry 
in item 6 (c). 
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g. If no entries for set-offs have been made in items 4 (c), 5 (ei)? 
and 6 (c), and entries for assignments have been made in 
column (e), proceed as follows: 


(1) Obtain the entry for column (d) for each line on which 
the name of an assignee appears in column (g) by 
multiplying the entry in column (b) on such line by 
100 percent minus the rate of deduction for county 
association expenses. 

(2) Enter in column (f) on each line the smaller of the 
entries in columns (d) and (e). 

(3) Enter in item 1 (f) the sum of the entries in column 


(4) If item 1 (f) is equal to or less than item 3 (b). 


(a) Transfer to column (h) the entries in column (f). 

(b) Enter in item 1 (h) the sum of the entries in col- 
lumn (h). 

(c) Enter in item 7 (h) the result obtained by sub- 
tracting from item 3 (b) the entry in item 1 (h). 


(5) If item 1 (f) is greater than item 3 (b). 


(a) Divide item 3 (b) by item 1 (f) and enter the fac- 
tor so obtained (carried to six decimal places 
and rounded to four decimal places) above the 
heading of column (f). 

(b) Obtain the entries for column (h) by multiplying 
the entries in column (f) by the factor entered 
above the heading of column (f). 

(c) Enter in item 1 (h) the sum of the entries in col- 
umn (h) and determine that, except for the 
rounding of fractions, such entry is equal to the 
entry in item 3 (b). 

(d) Enter zero in item 7 (h). 


h. If entries for set-offs have been made in item 4 (c), 5 (c), 
or 6 (c) and entries for assignments have been made in 
column (e), proceed as follows: 


(1) Obtain the entries for items 4 (b), 4 (h), 5 (b), 5 (h), 
6 (b), and 6 (h) in the manner set forth in para- 
graph f. 

(2) Enter in column (b) on the line immediately following 
the last set-off the result obtained by subtracting 
from the last entry in column (b) the last entry in 
column (c). 

(3) If the result of the subtraction as set forth in para- 
graph (2) is zero, enter zero in column (h) opposite 
the name of each assignee and enter zero in item 
(ale) e 

(4) If the result of the subtraction as set forth in para- 
graph (2) is greater than zero proceed as follows: 


(a) Obtain the entry for column (d) for each line on 
which the name of an assignee appears in col- 
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umn (g) by multiplying the entry in column 
(b) on such line by 100 percent minus the rate of 
deduction for county association expenses. 

(b) Enter in column (f) on each line the smaller of the 
entries in columns (d) and (e). 

(c) Enter in item 1 (f) the sum of the entries in col- 

umn (f). 

(d) If item 1 (f) is equal to or less than the result of 

the subtraction as set forth in paragraph (2). 


(a-1) Transfer to column (h) the entries in col- 
umn (f). 

(a-2) Enter in item 1 (h) the sum of the entries in 
column (h). 

(a-3) Enter in item 7 (h) the result obtained by sub- 
tracting from the last entry in column (b) 
the entry in item 1 (h). 


(e) If item 1 (f) is greater than the result of the sub- 
traction as set forth in paragraph (2). 

(a-1) Divide the last entry in column (b) by item 
1 (f) and enter the factor so obtained (car- 
ried to six decimal places and rounded to 
four decimal places) above the heading of 
column (f). 

(a-2) Obtain the entries for column (h) by multi- 
plying the entries in column (f) by the 
factor entered above the heading of col- 
umn (f). 

(a-3) Enter in item 1 (h) the sum of the entries in 
column (h) and determine that, except for 
the rounding of fractions, such entry is equal 
to the last entry in column (b). 

(a-4) Enter zero in item 7 (h). 


3. After the computation work has been completed in connection 
with Forms NCR-326 and NCR-327A a review shall be made of a 
sufficient number of such forms to assure accuracy. 

4. Enter in section II, column (a) of RF-12 the notation “Set-off— 
1939 ACP” and the State and county code and serial number of the 
application in connection with which the set-off is made. Enter in 
section II, column (e) of RF-12 the amount of the set-off. 

5. Remove from Forms NCR-826 and NCR-3827A any forms 
ACP-_69 and RF-12 attached thereto and return them to the proper 
files in the county office. 


C. SIGNATURES OF PRODUCERS 


After applications for payment have been prepared and the 
amounts of payment to be made thereunder have been computed and 
entered thereon, separate the payment applications from the no pay- 
ment applications. The payment applications shall be signed by the 
applicants in ink or indelible pencil. Community meetings shall be 
held where practicable for the purpose of obtaining signatures on 
applications for payment. The notices of such meetings should em- 
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phasize the fact that the applicants should come prepared to check 
the accuracy of the data appearing on their applications for payment. 
At the meetings a member of the county committee or some other 
qualified person, together with the applicant, should carefully review 
the data on the application irrespective of whether it is a payment or 
no payment application. When the data have been determined to be 
correct, the applicant should be requested to sign payment applica- 
tions in the space provided for his signature. Applicants should not 
be requested to sign no payment applications. However, the reason 
for the applicant’s failure to earn a payment should be explained to 
him. A person who has an interest in only one farm in the county 
shall sign Form NCR-—826 in section V. A person who has an inter- 
est in more than one farm in the county shall sign Form NCR-327A 
in section VI. All persons should be requested to sign their 
names exactly as they have been printed, except that if a name 
has been incorrectly spelled, the producer should sign his name 
correctly and the spelling of the printed name should be changed. 
The last copy of the application for payment should be given to the 
applicant. Payment applications which are not signed at community 
meetings should be mailed to applicants for signatures. When the 
application is mailed, the carbon paper should be removed and the 
first copy of the application should be filed in the county office. Pay- 
ment applications which are mailed for signature must be accompanied 
by a letter containing the following: 


le a a a a le oes 


Dear CooPpeRATOR: Enclosed herewith are the original and two copies of your 
application for payment under the 1939 Agricultural Conservation Program 
covering the farm or farms in this county in which you have an interest. 
Please sign all three copies in ink or indelible pencil in the space indicated by 
a check mark (V); enter the date of signing and return the original and 
CUCHCOMVELOM Migs 2s ee ee Chairman, Le s:=- rhe. AY Bhi 3d 
County Agricultural Conservation Committee, —~_____________ sh teal ned ee bene 

Before you sign this application for payment you should carefully examine 
all of the data shown thereon. If data for all farms in this county in which 
you have an interest are not included in this application for payment, or if 
you have evidence showing that the payments or other data are not correct, 
please forward such evidence to this office immediately, together with the en- 
closed application for payment in order that any necessary corrections may 
be made before you affix your signature thereto. 

In signing your name, please use the same spelling as is used in your 
printed name unless your name has been incorrectly spelled, in which case you 
should sign your name correctly and advise this office of the error in your 
printed name at the time you return the application for payment to this office. 
If your address is incorrectly shown on the application for payment, notify 
this office of the correct address at the time you return the signed application 
for payment to this office. 

Very truly yours, 


Charmi = eae County Agricultural 
Conservation Committee. 
A copy of no-payment applications which are not discussed with 
applicants should be mailed to them accompanied by a letter setting 
forth the reason why the applicant failed to earn a payment. A 
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1. An agent. 
a. John H. Doe by Richard Roe, agent. _ 
b. Jones and Smith, a partnership, by Richard Roe, agent. 
c. ABC Company by Richard Roe, agent. 
d. John Doe, agent for the heirs of Richard Roe, deceased. 


bo 


An executor. 


a. John H. Doe, executor of the estate of Richard Roe, 
deceased. 


3. An administrator. 


a. John H. Doe, administrator of the estate of Richard Roe, 
deceased. 
. A guardian or committee, 
a, John H. Doe, guardian (or committee) of the estate of 
, Harry Roe, minor (or incompetent). 
. A receiver or liquidator. 
a, John H. Doe, receiver (or liquidator) of ABC Company, 
Inc. 
. A trustee. 
a. John H. Doe, trustee for the heirs of Richard Roe, de- 
ceased. 
7. A State, county, or municipal officer. 
a. Douglas County, Mich., by John H. Doe, county commis- 
sioner. 


uN 


Or 


fer) 
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8. A member of a partnership. 
a. Smith and Jones, by John Smith, a partner. 
9. An officer of a corporation, 
a. ABC Company, Inc., by Richard Roe, president. 


Check Forms NCR-8326 and NCR-327A to determine that the 
signature of the applicant in section V of NCR-2826 is the same as 
the printed name of the applicant and that the signature of the 
applicant in Section VI of NCR-827A is the same as the printed 
name of the applicant. If the printed name of the applicant and 
the signature of the applicant do not agree, determine whether such 
names refer to the same person and if so correct the printed name of 
the applicant to agree with the signature of the applicant. Any cor- 
rection in the printed name of the applicant should be initialed by the 
member of the county committee who signs the certification of the 
county committee on the application for payment. 


D. CERTIFICATION 


After applications for payment have been properly signed they 
shall be certified by a member of the county committee who shall sign 
in section VI of NCR-326 and section VII of NCR-327A. Such 
signatures must be in ink or indelible pencil. 

Each correction on an application for payment, other than entries 
in section IV of NCR-326 and in section V of NCR-827A which 
are the results of computations, must be initialed by the member of 
the county committee who certifies the application. 


E. TRANSMITTAL OF APPLICATIONS FOR PAYMENT TO STATE OFFICE 


The minimum number of applications for payment which may be 
included in a transmittal and the number of transmittals which may 
be made shall be fixed by the State office. 

When payment applications have been signed and certified by a 
member of the county committee and are ready for transmittal to the 
State office, RF—-10 shall be prepared in accordance with the instruc- 
tions on the reverse side of such form. All data on RF-10 shall be 
typed. Before the serial numbers of applications for payment being 
transmitted are entered in section I of RF—10, such applications shall 
be arranged in serial number order. 

The original and the first copy of applications for payment and 
the original and the first copy of RE _10 shall be forwarded to the 
State office. The county office copies of applications for payment 
shall be filed in the county office in serial number order, The county 
office copy of RF-10 shall be filed in the county office in sheet num- 
ber order. 

In the event an error is discovered in an application for payment 
after such application for payment has been transmitted to the State 
office, the State office shall be notified of such error by means of a 
memorandum, Reference shall be made to the serial number of the 
application for payment and to the sheet number of RF-10 on which 
the application was listed. 
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F. HANDLING SUSPENDED APPLICATIONS FOR PAYMENT 


All data appearing on applications for payment will be carefully 
checked in the State office. Wherever possible, errors made by the 
county office on applications for payment will be corrected in the 
State office. Applications for payment which cannot be corrected 
will be returned to the county office for correction. After applica- 
tions for payment have been checked in the State office a copy of 
RF-10 will be returned to the county office. 

If an error on an application for payment is corrected in the 
State office, corrections will be made on both the original and the 
copy of the application for payment in the State office. RF-4 will 
be prepared in the State office and forwarded to the county office for 
each application for payment in connection with which a correction 
is made. Upon receipt of RF—4 for an application for payment, the 
county office copy of the applicable application for payment shall be 
corrected in accordance with the information shown on RF-4. 

If an error on an application for payment cannot be corrected in 
the State office, the original and copy thereof will be returned to the 
county office, together with RF-4 indicating the error on the apphl- 
cation for payment. The serial numbers of applications for payment 
which are returned to the county office will be listed in section II 
of the copy of RF-10 returned to the county office. The applications 
for payment included in a transmittal which are not listed in section 
II of the copy of RF-10 returned to the county office may be 
considered approved by the State office. 

When applications for payment which have been returned to the 
county office for correction are ready for return to the State office, 
such forms shall be listed on the same sheet of RF-10 with appli- 
cations for payment which are being transmitted to the State office for 
the first time. All applications for payment which are returned to 
the county office for correction shall be returned to the State office as 
soon as possible. If a new application for payment is prepared to 
replace the application for payment which was returned to the county 
office for correction, both forms shall be forwarded to the State office 
at the same time. There shall be entered on the old application for 
payment the words “Replaced by corrected application for payment.” 
Such words should also be entered on the county office copy of the 
old application for payment or such copy may be discarded. 


PART V. MAILING FARM COMPUTATION SHEETS AND 
APPLICATIONS FOR PAYMENT AND RELATED FORMS 


If the forms to be mailed weigh four pounds or less such forms 
may be sent by the United States Postal Service without charge if it 
is indicated on the package that the Government free mailing priv- 
ilege is being used. If the forms to be mailed weigh more than four 
pounds, they should be sent by parcel post, in which case the postage 
shall be prepaid. All forms which are being mailed to applicants 


may be mailed without charge in envelopes of the Agricultural Ad- _ 


justment Administration. However, under no circumstances shall 


envelopes of the Agricultural Adjustment Administration be sent to - 


applicants for their use in returning such forms. 
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PART VI. HANDLING OF CASES INVOLVING UNDELIV- 
ERED CHECKS, LOST CHECKS, DECEASED OR INCOM- 
PETENT APPLICANTS, CLAIMS, AND REFUNDS 


A. UNDELIVERED CHECKS 


Checks issued to applicants under the 1939 Agricultural Conserva- 
tion Program must be returned to the Regional Disbursing Office 
which issued such checks under any of the following circumstances : 


—_— 


. Failure to deliver check to payee within 21 days following the 
receipt thereof in the county office. 

2. Death or incompetency of payee. 

3. Refusal of payee to accept check. 

4. Improper designation of payee’s name on the check. 

5. Sous of check differs from that. shown on continuation 
sheet. 

. Amount of check exceeds amount due payee. 

. Question as to right of payee to receive check. 

. Payee indebted to the Agricultural Adjustment Administra- 
tion. 

9. Request by State office for return of check. 


Each such check returned to the Regional Disbursing Office shall 
be accompanied by a letter signed by the treasurer of the county 
committee indicating the reason or reasons for the return of such 
check and a copy of such letter shall be forwarded to the State office 
at the same time. Reference should be made in this letter to the 
name of the applicant, the State and county code and serial number 
of the application for payment under which the check was issued, the 
administrative number of the continuation sheet on which the check 
was listed, and the check number of the check. 

Checks which are mailed to payees in window envelopes provided 
by the Treasury Department and which are not delivered to the 
payees' due to incorrect or insufficient address will be returned to the 
Regional Disbursing Office which issued such checks. 

If a payee is located or decides to accept his check after it has 
been returned to the Regional Disbursing Office, it will be necessary 
that such payee submit to the State office a request for the return 
of the check before the State office will authorize the Regional Dis- 
bursing Office to forward the check to the payee. Such request must 
be signed by the payee and shall make reference to the State and 
county code and serial number of the application for payment under 
which the check was issued, the check number and amount of the 


’ check, and the present address of the payee. 


B. LOST, STOLEN, OR DESTROYED CHECKS 


If a check is lost, stolen, or destroyed, the Regional Disbursing 
Office which issued the check shall be notified of such fact immedi- 
ately and a copy of the notification shall be forwarded to the State 
office. Such matters come within the exclusive jurisdiction of the 
Treasury Department. 

Tf a check is found or recovered after the Regional Disbursing 
Office has been notified that such check was lost or stolen, the Regional 
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Disbursing Office shall be notified of such fact and requested to have 
the stoppage against such check removed. The payee should be 
advised that the check should not be presented for payment for at 
least seven days after the Regional Disbursing Office has been notified 
to remove the stoppage against the check in order that the Treasury 
Department will have had sufficient time to remove the stoppage 
against the check. 

All correspondence with the Regional Disbursing Office concern- 
ing a check shall contain appropriate reference to the check number, 
amount and date of the check, and the name of the payee. 


C. DECEASED OR INCOMPETENT APPLICANTS 


1. If a person who signed an application for payment dies, or 
is declared incompetent by a court of competent jurisdiction, before 
the check issued under such application is received in the county 
office, the county office shall immediately notify the State office of 
such fact and request that the application for payment be returned to 
the county office for correction. When such application for payment 
is received in the county office, proceed as follows: 


a. If an executor, administrator, guardian, or other representa- 
tive of the estate has been appointed, a corrected applica- 
tion shall be prepared for such person. Such corrected 
application when properly signed shall be transmitted to 
the State office in the regular manner. The application 
prepared for the deceased or the incompetent shall be marked 
“canceled” and shall be filed in the county office. 

b. If an executor, administrator, guardian, or other representa- 
tive has not been appointed and no administration of the 
estate is contemplated, a corrected application shall be pre- 
pared for the heirs of the estate of the deceased or incom- 
petent. Such corrected application when properly signed 
shall be transmitted to the State office in the regular manner. 
The application prepared for the deceased or incompetent 
shall be marked “canceled” and shall be filed in the county 
office. 


2. If a person who signed an application for payment dies, or is 
declared incompetent by a court of competent jurisdiction, before the 
check issued under the application for payment for such person is 
cashed by the payee, such check shall be returned to the Regional 
Disbursing Office which issued the check, accompanied by a letter 
indicating the reason for the return of the check. A copy of this letter 


shall be sent to the State office. Any claim for the proceeds of the: 


check must be made on Standard Form 1055 entitled “Application for 
Payment of Amounts Due Deceased or Incompetent Civilian Em- 
ployees, Officers, and Enlisted Men in the Military Service and Public. 
Creditors of the United States.” 

If an administrator or executor of the estate of the deceased has been 
appointed or will be appointed, claim for the proceeds of the check 
should be made by such administrator or executor. If the amount of 
the check exceeds $500, claim for the proceeds of such check may be 
made only by the administrator or executor. In the case of incom- 
petency claim may be made only by a duly appointed and qualified 
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guardian or committee. If no administrator or executor of the estate 
of the deceased has been or will be appointed and the amount of the 
check is not in excess of $500, claim for the proceeds of the check should 
be made by the heirs of the estate of the deceased or the creditors 
thereof, whoever have preference under the laws of the State in which 
the deceased was domiciled at the time of death. The brief of the laws 
of descent and distribution and the brief of the laws relating to the 
priority of claims of creditors furnished by the State committee for 
use in connection with the 1937 Agricultural Conservation Program, 
may be used in determining who should make claim for the proceeds 
of the check. 

In the event the funeral expenses of the deceased were paid by some- 
one other than the claimant and were not paid from funds belonging 
to the estate of the deceased, the person who paid the funeral expenses 
will be entitled to make claim for the proceeds of the check to the extent 
of such funeral expenses. In such cases there should be attached to 
the claim a receipt showing that the claimant paid the funeral ex- 
penses. If such person does not wish to file claim, he should execute 
part If of Form ACP-73, Waiver of Right to Claim Agricultural 
Conservation Payment(s). Any other creditor of the estate of the 
deceased who does not wish to file claim should execute part II of 
Form ACP-73. Such waiver when properly executed should be 
attached to Form 1055. 

If a claim is submitted by a person who is not of legal age, Letters 
of Guardianship must be procured; or a statement in the form of an 
affidavit by a person acquainted with the minor should be obtained, 
to the effect that such minor is accustomed to the payment and receipt 
of monies and that he is competent to receive the proceeds of the 
check for which claim is filed; or a statement in the form of an 
affidavit must be procured from a person showing his relationship to 
the minor, that such minor is in his care, custody, and control and 
that the proceeds of the check will be used for the maintenance and 
support of the minor, Such Letters of Guardianship or affidavits 
should be attached to Form 1055. Whether a person is of legal age 
may be determined by consulting the brief of the laws with respect 
thereto, furnished by the State committee. 

In those cases where the amount of the check involved exceeds 
$100, any claim filed by heirs of the estate of the deceased must be 
accompanied by a statement signed by the claimant as to whether 
there are any outstanding debts against the estate, or a listing of the 
various debts, the amounts thereof and the person to whom such debts 
are due. If the claim is filed by a preferred creditor, such claim must 
be accompanied by statement signed by a member of the family of the 
deceased who is in a position to know the facts to the effect that there 
are no other claims against the estate having an equal or greater 
degree of preference, or if the order of priority of debts is not known 
the claim must be accompanied by a statement listing such claims. 

In those cases where it appears that a widow or a widow and minor 
children are entitled to a share of the estate and there is a claim 
against the estate for funeral expenses or expenses of last illness and 
the laws of the State relating to the priority of claims of creditors 
do not clearly establish the priority of one of such claims, the creditor 
may execute part II of ACP-73, or the widow may execute part I 


’ 
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of ACP-73 on behalf of herself and the minor children in order to 
facilitate the approval of the claim by the General Accounting 
Office. Form ACP-73, when properly executed by the creditor or 
the widow should be attached to Form 1055. 

a. If claim for the proceeds of the check is to be made by an execu- 
tor, administrator, guardian, or committee, Standard Form 1055 shall 
be prepared in duplicate as follows: . 


(1) Enter the name of the State and county in the spaces pro- 
vided therefor in the upper left-hand corner of the form. 

(2) Enter in paragraph 1 the name of the executor, administra- 
tor, guardian, or committee making the claim; his street, 
city, county, and State address; the date of death or in- 
competency; the name of the deceased or incompetent ; 
the applicable pronoun; the city, county, and State in 
which the deceased or incompetent had his domicile at the 
time of death or incompetency; and whether the estate is 
that of a person who died testate or intestate or a person 
who was declared incompetent. If the deceased left no 
will he died intestate and if he left a will he died testate. 

(3) Enter in paragraph 2 in the spaces provided therefor the 
applicable pronouns and the words “Public creditor under 
1939 A. C. P., Application for Payment” followed by the 
State and county code and serial number of the applica- 
tion for payment. 

(4) Enter in paragraph 3 in the spaces provided therefor the 
applicable pronouns, and the amount due the deceased or 
incompetent for participation in the 1939 Agricultural 
Conservation Program in words and in figures. 

(5) Enter in paragraph 4 the applicable pronoun; the check 
number, the name of the drawer of the check (G. F. 
Allen), the symbol number on such check, and the amount 
thereof in figures. 

(6) Enter in paragraph 5 the capacity in which the claimant is 
acting (executor, administrator, guardian, or committee) ; 
the name of the court (probate, district, county, etc.) ; the 
name of the county and State in which the court which 
issued to the claimant his letters of authority is located; 
and the name, address, and relationship of the relative or 
creditor responsible for administration upon the estate. 

(7) Make no entries in paragraph 6. 

(8) The representative of the estate should sign in the space pro- 
vided for the signature of the applicant on the reverse side 
of Form 1055 and his signature should be witnessed. The 
certificate of two corroborating witnesses and the notary 
public immediately below the spaces provided for the sig- 
nature of the applicant need be executed only if the letters 
of authority fail to show the date of death or incom- 
petency and the domicile of the deceased”or incompetent. 
When'a short-form certificate of the letters of authority 
is used, care should be taken to see that such information 
is entered thereon by the clerk of the court. A short-form 
certificate or a certified copy of the letters of authority 
should be attached to Form 1055. In the event the letters 
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of authority were issued 9 months before the filing of a 
claim, a certified statement should be secured over the 
signature of the judge or clerk of the court which issued 
the letters of authority showing that such letters are still 
in full force and effect. Such certification should be at- 
tached to Form 1055. 


b. If claim for the proceeds of the check is to be made by the heirs 
or creditors of the estate, Form 1055 shall be prepared in duplicate 
as follows: 


(1) Complete Form 1055 through item 4 in the manner set forth 
in paragraph 2 (a), entering the name of the heir, or cred- 
itor making the claim in leu of the name of the 
representative of the estate. 

(2) Make no entries in paragraph 5. 

(3) Enter in paragraph 6 (a) description of the assets of the 
estate other than the amount due from the Government 
and the approximate value thereof. 

(4) Enter in paragraph 6 (a) the relationship of the claimant 
to the deceased. 

(5) Enter in paragraph 6 (b) the word “Yes” or “No” in answer 
to the question as to whether the funeral expenses have 
been paid. 

(6) Enter in paragraph 6 (c) the name of the person who paid 
the funeral expenses, and the amount thereof. 

(7) Enter in paragraph 6 (d) the word “Yes” or “No” in answer 
to the question as to whether the funeral expenses were 
paid out of funds belonging to the estate of the deceased. 

(8) Enter in paragraph 6 (e) the word “Yes” or “No” in answer 
to the question as to whether the funeral expenses were 
paid from the personal funds of the claimant. 

(9) Enter in paragraphs 6 (f), 6 (g), and 6 (h) the name, age, 
and address and the relationship to the deceased of the 
heirs of the estate. Whether a person is an heir of an 
estate shall be determined by consulting the brief of the 
laws of descent and distribution furnished to the county 
office by the State committee. Do not make any entries in 
paragraphs 6 (f), 6 (g), and 6 (h) if claim is being made 
only by creditors. 

(10) Indicate in paragraph 6 (1) whether any benefit, exemption, 
or allowance from the estate of the deceased has been 
made to the claimant and the extent thereof. 

(11) Enter in paragraph 6 (j) any additional facts upon which 
the claimant bases his claim for the proceeds of the check. 
If the claim is being made by heirs of the deceased and 
the amount of the check exceeds $100 and there are no 
outstanding debts against the estate of the deceased, 
enter in paragraph 6 (j) the words, “There are no out- 
standing debts against the estate of the deceased.” 

(12) The claimant should sign on the reverse side of the. form 
in the space provided for the signature of the applicant 
and the signature should be witnessed. Also, the cer- 
tificate of the two corroborating witnesses must be com- 
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pletely executed and signed by such witnesses. The 
certificate of the notary public must be completely ex- 
ecuted and his signature entered in the space provided 
therefor. 

(13) If claim is being made by the heirs of the estate of the 
deceased, each person whose name appears in paragraph 
6 as an heir of the estate should sign Form 1055 as a 
claimant, or authorize an agent to sign on his behalf. 
Where an agent signs on behalf of a claimant, a duly 
executed power of attorney authorizing him to represent 
the claimant must be attached to Form 1055. If one or 
more of the heirs of the estate fail to sign Form 1055, 
the share of such heir or heirs in the payment due the 
estate will be withheld. 


Care should be taken to see that Form 1055 is executed in every 
detail and in accordance with the instructions set forth herein. Fail- 
ure to execute such form properly will result in the suspension of the 
claim and consequent delay in effecting settlement thereon. When 
Form 1055 has been properly executed, it shall be forwarded to the 
State office together with related forms. 


D. CLAIMS 


Because of the administrative cost of handling claims, the filing of 
claims sould be discouraged where the amount involved is not sub- 
stantial. The responsibility of determining whether a claim should 
be recommended for payment is the responsibility of the county com- 
mittee, The recommendation by the county committee for the ap- 
proval of any claim should include a detailed explanation of the 
reason for the correction. After a claim has been handled in accord- 
ance with these instructions it will be transmitted to the State office for 
a determination as to its acceptability and for the preparation of the 
necessary forms and schedules. If the State committee determines 
that an investigation should be made, the approval of the claim will 
depend on the result of the investigation. 

1. Claims of the following types will be allowed by the State com- 
mittee if properly substantiated and approved by the county com- 
mittee. 


a. Death or incompetency.—Claim by an eligible person for the 
proceeds of a check due a deceased or incompetent applicant. 

b. Mechanical errors in State or county offices.—Claim by an 
applicant where a mechanical error was made in the State 
or county office. 

c. Reclassification of land.—Claim by an applicant where an 
error was made in the classification of the land in his farm. 

d. Use of improper form.—Claim by an applicant where an 
error was made by the county office in preparing a multiple 
application for payment for him instead of a single applica- 
tion for payment or vice versa. 

e. Error in measurement.—Claim by an applicant where an 
error was made by the farm reporter in measuring his farm 
or an error was made by clerical assistants in the county office 
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in computing the acreage in the farm from the measure- 

ments therefor. 

f. Error in division of payment.—Claim by an applicant where 
an. error was made in the division of the payment for the 
farm. Claims of this nature cannot be approved by the 
State committee until the amount of the overpayment is 
recovered by refund or set-off. However, such claims should 
be submitted promptly to the State office'so that there will 
be a timely filing of the claim. 

g. Erroneous set-off.—Claim by an applicant where a set-off 
was erroneously made against his payment. 

h. Misdelivery of check.—Claim by an applicant where his 
check was delivered to and cashed by another person. 

i. Submission of farm computation sheets and applications 
for payment after closing date——The final dates for the 
acceptance of farm computation sheets and applications for 
payment by the State office will be set by the State commit- 
tee. These dates shall be the final dates for the acceptance 
of forms and must be adhered to by the county committees. 
An exception may be made of this rule if it can be definitely 
established that failure to submit a farm computation sheet 
or a signed application was not due to negligence on the 
part of the applicant. Farm computation sheets or applica- 
tions for payment submitted after the closing date for the 
acceptance thereof shall be treated as claims, and any such 
claim will be allowed, provided: 

(1) The statement of claim by the applicant clearly indicates 
that the failure to submit such form was not due to 
negligence on his part. 

(2) The allowance of such claim is recommended in writing 
by the county committee and such recommendation 
clearly indicates that the failure to submit the form 
was not due to negligence on the part of the applicant. 


2, Miscellaneous claims.—Claims which do not come within the 
classifications of paragraph 1, if considered meritorious by the county 
committee, may be transmitted to the State committee for considera- 
tion. 

3. Underpayments.—a. If the check represents less than the 
amount due the applicant, deliver the check to such applicant and 
advise him that the acceptance thereof will not prejudice his claim for 
any additional payment to which he may be entitled. 

b. Obtain a statement of claim in writing over the signature of the 
claimant. In the event the claim is based on a change in basic agri- 
cultural data, the statement of claim must set forth clearly the change 
and the reason therefor. The check number, amount, and the disposi- 
tion of the check received must be included in the statement of claim. 

c. Prepare a statement for the signature of the county committee, 
clearly setting forth the changes and the reasons for such changes. 

d. If the claim is found to be acceptable, prepare a corrected farm 
computation sheet for the applicable farm and a corrected application 
for payment for the claimant. Such corrected application for pay- 
ment shall bear the same serial number as the original application 
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followed by the letter “A,” except when the claim is based on the use 
of an improper application form, in which event a new serial number 
shall be assigned to the corrected application. If the payments to 
other persons having an interest in the same farm will be affected by 
the correction, the applications for payment for such other persons, if 
not already forwarded to the State office, should be prepared from the 
data on the corrected farm computation sheet and when properly 
signed, should be transmitted to the State office in the regular manner 
on Form RF-10. If applications for payment for such other persons 
have been forwarded to the State office, obtain statements of claim 
from such persons and prepare corrected applications for payment 
for them. Corrected applications for payment must be signed by the 
applicants and should be securely fastened to the claim of the appli- 
cant and the statement of explanation by the county committee. The 
corrected farm computation sheet and the corrected applications for 
payment should not be listed on RF—10 when forwarded to the State 
office. The corrected farm computation sheet should be forwarded 
to the State office at the same time the first application for payment 
prepared therefrom is forwarded to the State office. 

4. Overpayments.—a. If it is discovered that the check represents 
more than the amount due the applicant, the check shall be returned 
to the Regional Disbursing Office which issued the check. 

b. Prepare a statement for the signature of the county committee, 
clearly setting forth the changes and the reasons for such changes. 

c. Prepare a corrected farm computation sheet and original or cor- 
rected applications for payment and forward them to the State office 
in accordance with the instructions set forth in 3d. 

5. Misdelivery of checks.—If a check payable to one person is 
erroneously delivered to another person and cashed by such person, 
proceed as follows: 


a. Obtain a statement of claim in writing from the proper payee 
setting forth the fact that he did not receive the check; that 
he did not contribute to the error which was made in de- 
livering the check to the wrong payee; and that he did not 
participate in the proceeds of the check. 

b. Prepare a statement for the signature of the county commit- 
tee setting forth the circumstances surrounding the mis- 
delivery of the check. Forward the statement of claim and 
the statement of explanation to the State office. 


E. REFUNDS 


1. L£vit is discovered that an applicant has received and cashed 
a check which is in an amount greater than the amount to which he 
is entitled, proceed as follows: 


a. Prepare a statement for the signature of the county committee 
clearly setting forth the changes and the reasons for such 
changes. 

b. Prepare a corrected farm computation sheet and application 
for payment for the person overpaid and forward them to 
the State office in accordance with the instructions set forth 
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in 3d, except that the corrected application for payment need 
not be signed by the applicant. 

c. Request the applicant to refund the amount of the overpay- 
ment. All refund remittances should be in the form of money 
orders, cashier’s checks, or certified checks, and should be 
drawn to the order of “Treasurer of the United States.” All 
refunds shall be sent to the State office together with a mem- 
orandum, in duplicate, indicating the amount of the refund, 
the form of the remittance (money order, cashier’s check, 
certified check, ete.), the name of the bank upon which the 
check is drawn, the name of the applicant whose account is 
to be credited, the State and county code and serial number 
of the application for payment in connection with which the 
refund js made, and the reasons for making the refund. 


2. If it is discovered that a check has been delivered to other than 
the proper person, proceed as follows: 


a. Notify the State office of such fact by memorandum. 

b. Request the person who received and cashed the check to re- 
fund the amount of the check. If a refund is obtained it 
should be handled in the manner set forth in paragraph Le. 
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NCR-2323 (II), Supplement No. 1 | Iseued September 5, 1939 


‘UNITED STATES DEPARTMENT OF AGRICULTURE 


a‘ ral AGRICULTURAL ADJUSTMENT ADMINISTRATION 


NORTH CENTRAL DIVISION 


“INSTRUCTIONS RELATIVE TO HANDLING FARM) > 
COMPUTATION SHEETS, APPLICATIONS FOR PAT- 


MENT AND RELATED FORMS UNDER THE 1939 | % UCl 9 
AGRICULTURAL CONSERVATION PROGRAM IN THE 
STATHS OF ILLINOIS, INDIANA, IOWA, = | U.S. Department of 


MICHIGAN, MINNGSOTA, NEBRASKA, OHIO, | 
AND SOUTH DAKOTA, 


NOR-323 (II) is hereby amended as follows: 


1, Part 1 -— The definition of the term "LOT" is amended to 
read as follows. . 


2, LOT means all farm computation sheets or 
applications for payment, the farm numbers 
or serial numbers of which are listed on one 
sheet of R10, 


2, Part II, Section A, 2nd paragraph, the third sentence 
thereof is amended to read as follows; 


After forms NCR+317 have been reconciled with 
the master office record form, prepare a 3" by 5! 
card for cach persoh whose name appears in 
Section I, column (bd) of NCR-317, 


3, Part III, Section A, paragraph 1, the last sentence 
thereof is amended to read as follows: 


Obtain such data from NCOR-317, 


: 4, Part III, Section A, paragraph 2, item c, subitem (1), 
the last sentence thereof is amended to read as follows: 


The rates of payment are $0,008 for burley, 
$0,0126 for dark air-cured, and $0.01 for 
cigar filler and binder. 


5, Part III, Section A, paragraph 2, item f, subitem (8) is 
amended to read as follows: 


(3) Obtain the entry for item 2(g) by adding 
to the entry in Section IV, item 5(h) of NCR-317 
the circled entry, if any, in Section IV, 
item 4(h) of NOR-317, 
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6, Part III, Section B, the first paragraph thereof is 
amended to read as follows: 


If the word "Idle" has been entered below the State 
and county code and farm number, make no computa- 
tions with respect to columns (b), (c), (d), (a), 
(7), and (g) of Section I, and make no computations 
with respect to column (n) of Section I if the 
farm is a general allotment farm, since no payment 
other than soil-building and restoration land 
paynents will be made with eden to. any form 
which is idle in 1939, 


7, Part III, Section 3, paragraph 1, itemc, gubitem (4) 
is amended to read as follows: 


(4) Obtain the entry for 7(d) as follows: 


If one entry has been made in 6(d), enter 
in 7(d) the result obtained by multiplying 
3(a) by $0,018 in the case of dark air- 
cured and by $0,02 in the case of burley 
and cigar filler and binder, If two 
entries have been made in 6(d), enter in 
the left half of 7(a) the result obtained 
by multiplying 3(d) by $0,018 in the case 
of dark air-cured and by $0,02 in the case 
of burley and cigar filler and binder, 
and enter to the right of such figure, 
separated by a dash, the result obtained by 
multiplying 3(d) by $0.072.in tho case of 
dark air-cured and by $0.08 in the case 
of burley and cigar filler and binder, 


8, Part III, Section B, paragraph 1, item e, subitem (2) 
is amended to read as follows; 


(2) Obtain 4(f) by multiplying 3(f) by $0,018. 


9, Part III, Section B, paragraph 1, item e, subitem (5) is 
amended to read as follows; 


(5) Obvtain 7(f) by multiplying 3(f) by $0,036, 


10, Part III, Section B, paragraph 1, item f, subitem (2) 
is amended to read as follows; 


(2) Obtain 6(g¢) by subtracting from 2(g) the 
larger of 1(g) and 3.0 acres, 


ll, Part III, Section B, paragraph 1, item g, subitem (2) 


is amended to read ag follows: 
(2) Obtain 4(h) by multiplying 3(h) by $0.99. 


12. Part III, Section B, paragraph 1, item g, subitem (5) 
is amended to read as follows: 


(5) Obtain 7(h) by multiplying 3(h) by $7.20. 


13. Part III, Section B, paragraph 4, item d is amended by 
adding the following new subitem (9) and by renumbering old subitems 
Pee Oy tee tie (03), (14), (15), (16), (17) )"(1ey, (29), ana 
(ee) as eubitems (10), (12), (12),3), (14); (15), (16), (7), (218), 
(19), (20),'"ana (21): 


(9) Obtain 10(d), 19(f), and 10(g), 10(4), 10(3), and 
10(1) by ad@ing the entries on lines 1 to 9, 
inclusive, in such columns. 


14. Part IV, the second poragraph thereof is amended to read 
as followss 


In preparing applications for payment for persons who are 
indebted to the United States Government or who have assigned all or 
apart of their payment on ACP-69 or AAA-372, data for set-offs and 
asSsigmments shall be entercd in the following order: 


wiaeseeronve of ald. 


2e Crop insurance advances. 

Ss Overpayments under agricultural conservation programs, 
4, Overpayments under price adjustment programs, including 
failure to distribute 1935 Cotton Price Adjustment 

poyments. 


5. Overpayments under sugar beet programs. 


6. Overpayments under commodity contracts. 


7, Indebtedness to Commodity Credit Corporation, 
8. Indebtedness to Farm Security Administration. 
9, Indebtedness to Farm Credit Administration, 
10. Assignment on ACP-69 or Voluntary Request for Set-Off, 


AAL-372, whichever is filed first in the county office. 
(It would not be necessary to have Part II of ACP-69 


complete 
ACP-69 w 


-~ Ae 


d for ACP-69 to have priority over AAA-37e if 
as filed prior to AAA-372.) 


15. Part IV, Section A, paragraph he item e, subitem (1) is 


amended to read .as 


(1) 


Ton wera oy 
4s amended to read 


(b) 


follows: 


Before the entries, if any, may be made in 
Section IV, items 3, 4, and 5, it will be 
necessary that a dotermination be made whether 
the applicant is indebted to the United States. 
Governmont and whether ho has assigned part or 
all of his payment on ACP-69 or AAP 3Y2, To 
determine whether the applicant is indebted to 
the United States Government, check the sorial 
mumber of the application against RF-7, If the 
gerial number of the application has been 
circled on RF-7, 2ttach to the application 

tho RF-12 prepared for the debtor, If the 
applicant has executed ACP-69 or ASA-372, 
attach whichever form is to be recognized to 
the application, If RF-2 has beon prepared 
for tho applicant, ettach such RF-2 to the 
application, Make no entries on the appli- 
cation with respect to an ACP-69 if Section 

II thereof hag not boon signed by the assignee 
or if tho assignee has released the assignment 
by signing in Section II! thereof. 


, Section A, paragraph 1, item ec, subitem (2) (bo) 
as follows: 


If an assignment was mado on AOP-69 or AAA-372 
print the name and address of the assignee and 
enter after the namo of the assignoc, preceded 
by a comma, the word "Assignoo," iec., "John 
Doc, Assignee" or "Commodity Credit Corporation, 
Assignee, " 


17, Part IV, Section A, paragraph 1, item e, subitem (3) 
4g amended by adding at the end thereof the following; 


If an entry is to be made in column (b) from 
AAA-372, and the assignment is expressed as 


a per 
perce 


centage of the net payment, enter such 
atage in column (b) in the box marked 


"XXX" immediately below the space where the 
assignment would othorwise be centered, 


18, Part IV, Section A, paragraph 2, item c, subitom (3) 


is amended to read 


as follows; 


ae ee 


(3) If the applicant has made an assignment with 
respect to the farm on Form ACP-69 or AAA-372, 
print in item 2 the name and address of the 
assignee, Hnter in the space provided in 
item 2 below the "Deduction" block, the 
amount of the unpaid assignment. If this 
item is expressed as a percentage of the net 
payment on AAA-372, enter such percentage 
following the name and address of the assignee, 
Make no entries on the application with 
respect to an ACP-69 if Section II thereof 
has not been signed by the assignee or if 
the assignee has released the assignment by 
signing in Section III thereof. 


19, Part IV, Section A, paragraph 4, item c, subitem (4) 
is amended by adding at the ond thereof the following; 


If a percentage entry has been entered in Section 
III, item 2 of NCR-327 following the name and 
address of the assignee, enter such percentage 
entry in column (g) following the name and address 
of the assignee. No entry will be made in 

column (e) in such case. 


20. Part IV, Section B, paragraph 1, item a is amended by 
adding at the end thereof the following; 


If a percentage entry has been made in column (b) 
immediately below the space for the amount of an 
assignment, multiply such percentage by the entry 
in item 2(c) and enter the result in column (bd) 
Opposite the name of the assignee. 


el. Part IV, Section B, paragraph 2, item g is amended to 
read as follows; 


& if no entries for set-offs have been made 
in items 4(c), 5(c), and 6(c) and the names 
of assignees have been entered in column (g), 
proceed as follows: 


22. Part IV, Section B, paragraph 2, item g, subitem (1) 
is amended by adding at the end thereof the following: 


If a percentage entry has been entered in column (g¢) 
following the name and address of the assignee, 

and no amount has been entered on the same line in 
column (e), multiply such percentage by the entry 
in column (da) and enter the result in column (e), 


oats 


23, Part IV, Section 3, peragraph 2, item his amended to 
read as follows: . aihienwin / 


ha Ifsentries, for set-offs have been made in 
items 4(c), 5(c), and 6(¢) and the names of 


assignees have been entered in column (g), 
proceed as follows: 


24, Part IV, Section B, paragraph 2, item h, subitem (1) is 
amended by adding at the end thereof the following: 


If a percentage entry has been entered in column (g) 
following the name and address of the assignee, and 
no amount has becn entored on the same line in 
column (ec), multiply such percentage by the entry 
sn column (a) and enter the result in column (oe). 


55, Parti Section B, paragraph 5, is amended to read 
as follows: 


5, Remove from Forms NCR-326 and NCR-327A any 
Forms ACP-69, AAA-372, and RF-12 attached 
thereto and return them to the proper files 
in the county office. 


NCOR-323L Issued September 14, 1939. 
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TilTaD STATES DEPARTMENT OF AGRICULTURE 
AGRICULTURAL ADJUSTMENT ADMINISTRATION 
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PART 1, GENERAL 


The county office will make eatries of basic data on farm computa- 
tion sheets and transmit the original and both copies to the State O1TLeo. 
The State office will make all computations thereon. Wherever possible, 
errors made by the county office in making entries on farm computation 
sheets will be corrected by the State office. Farm computation sheets 
which cannot be corrected by the State office will be returned to the 
county office for correction. The second copy of farm computation sheets 
which are approved by the State office will be returned to the county 
office. 


The State office will prepare and compute applications for payment, 
check the names of applicants against the Register of Indebtedness, de- 
termine the rate of deduction for county association expenses when a 
representative sample of farm computation sheets for a county has been 
approved, and transmit the original and two copies of applications for 
payment to the county office for signature. 


When applications for payment are siged by applicants and certi- 
fied by a member of the county committee, the county office will transmit 
the original of the signed applications for payment to the State office. 
The State office will examine signed applications for payment and will list 
the serial numbers of suspended applications for payment on the copy of 
the transmittal sheet which is returned to the county office. 


In order to facilitate the handling of the work in connection with 
the preparation end computation of farm computation sheets and applica- 
tions for payment, the county committee should designate one person in 
the county office to be in charge of such work, Such person shall be 
directly responsible to the county committee and to the State committee 
for the proper handling of the work in connection with forms under the 
1939 Agricultural Conservation Program. 


Members of the county committee and all persons working in the 
county office should become thoroughly familiar with the instructions con- 
tained herein and with all other pertinent provisions and instructions 
relating to the 1939 Agricultural Conservation Program in Licking County, 
Ohio. Deviation from these instructions will not be permitted. Any 
question relating to the procedure to be followed should be referred to 
the person designated by the county committee. If such person is unable 
to answer the question satisfactorily, the question shall be referred to 
the State committee. If the guestion is not covered by the instructions 
contained herein, such question will be referred to the Director of the 
North Central Division by the State committee. 


No changes or corrections shall be made on any form used in con- 
nection with the 1929 Agricultural Conservation Program unless such 
changes or corrections are specifically authorized by these instructions. 


When making any changes or corrections, draw a line throvgh the incorrect 


entry in such a manner that the entry will remain legible and insert the 
correct entry in the nearest available space. 


a ee es 


As used herein, the following terms shall have the following mean- 
ings: 


1. TRANSMITTAL means all farm computation sheets or appli- | 
cations for payment which are transmitted from the county 
office to the State office or from the State office to 
the county office at one time. 


2. LOT means all farm computation sheets or applications for 
payment, the farm numbers of which are listed on one sheet 
of RF-10. 


3, LOT number means the number assigned to a lot. Such number 
shall be the same as the sheet number of RF-10. 


4, FARM NUMBER means the minor civil division code and the 
farm number assigned to a farn. 


5. PARTY IN INTEREST means a person who is entitled to a share 
of the crops, or the proceeds therefrom at the time of 
harvest, or a person who contibuted to the carrying out 
of pasture land or tree planting practices. 


6, SUSPENDED CASE means any farm computation sheet or appli- 
cation for payment returned to the county office from the 
State office for correction or in connection with which 
additional data, certifications, or corrected forms have 
been requested by the State office. 


”, NO PAYMENT APPLICATION means any application for payment 
with respect to which the total amount of payment com- 
puted for an applicant is zero. The total amount of pay- 
ment computed for an applicant means the net payment 
computed for such applicant and entered in Section IV, 
item 3(c) of NCR-326L and in Section II, item 3(b)eof NCR- 
ZevL. 


The numbers and titles of the forms to be used are as follows: 


1. NCR-217L-Farm Report (1938 Program) 
2, NCR-317L-Farm Report (1939 Program) 
3, WNCR-225L-Farm Computation Sheet (1938 Program) 
4. NCR-325L-Farm Computation Sheet (1939 Program) 
5. NCR-226L-Application for Payment for One Farm. 
6, NOR-327L-Application for Payment for More Than One Farm. 
7, RF-~2-Report of Indebtedness. 
8. K¥-4-Suspension Sheet. 
9, RF-5-Transmittal Correction Sheet. 
10. RF-?-List of Persons Eligible to Execute an Application 
for Payment with Respect to Only One Farm. 
ll. RF-8-List of Persons Bligible to Execute an Application 
for Payment with Respect to More Than One Farm. 
12. RF-9-Transmittal Sheet for Forms (To county office). 


‘ 


ge 


13, RF-1l0-Transmittal Sheet for Forms _ (To State office). 
14, RPl12-Record of Indebtedness. i 


PART II, PREPARATION OF ‘LIsts OF NAMES OF PERSONS SLIGIBLE TO EXECUTE 
‘APPLICATIONS FOR PAYMENT, 


In oxder to assure the use of the proper application form, to assure 
the inglucion on one application form of data for all farms in a county 
in which & person has an interest, and to aid the county and State offices 
in maintaining adequate records, two lists of names of persons eligible 
to exocutc appsications for payment must be prepared in the Gounty office, 


The first list shall be propared on RF+7, entitled "List of Porsons 


EeeAbLe to Execute an Application for Paymont with Respect to Only One 
Farm. “hero will be listed on RF-7 in alphabetical order the namos of 

all partios who have an intorost in only pono arn ianvitheteoumey. 1 Tae 

other list shall be pronarocd on RE-3, ontitled "List of Porsons Bligible 

to Execute an. Application for Payment with Respoct to More Than One Farm," 
Thore will bo listed on RF-8 in alphabetical order the names of all 

parties who have an intorest in moro than ono ferm in the county. ‘These 
lists will be propsred as soon es thencend file, for. tho-countyr 1 sicomolerod, 


jes 


A, PREPARATION OF CARD FIL 


In order that the county office may have acequate records from 
which to prepare RF-7? and RF-8, a card file must be prepared in accordance 
With the following instructions: 


As Forms NCR-217L are completed in the county office, check such 
forms against the master office record form to determine that the names of 
the parties in interest as shown on NCR-317L agree with those opposite the 
Same farm number on the master office record form, If there is a discrepancy 
in names or if there are names on one form which do not appear on the other, 
determine the facts and make such corrections on NOR-317L.or the master 
office record form as are needed, and onter a check mark (¥’) to the left 
of the farm number on the master office record form. After Forms NCR-S17L 
havo beon reconciled with the master officorcord form, prepare a 3" by 5" 
card for each person whose name appears in Section I, column (a) of RCR- 
317L and below whose initials in Section III, column (i) a percentage entry 
has been made. There shall be entered on. each of such cards the minor civil 
division code and farm number, the name of the person for whom the card is 
prepared, the number of farms in the county, the number of farms in other 
counties in the State, and the number of farms in other States, with re~ 
spect to which such person is a party in interest. The number of farms in 
other countics in the State and the number of farms in other States shall 
be ontcred in red and blue, respectively, If the owner or operator of.a 
farm is roprescnted by an ‘agent the card shall be prepared in the name of 
such owner or operator and tho namo and title of tho agent shall be ontored 
on the card bencoath tho name of such owner or operator, If the owner or 
operator of a farm is an estate the card shall be prepared in the name of 
the estate and the name and title of the administrator or executor, or the 
names of the heirs of the estate, as the case may be, shall be entered on 


the card beneath the name of the cstate, If the owner or operator of a 
farm is an incompetent, the card shall be prepared in the name:of the 


ea ee 


incompetent and-the name and title of the guardian shall be entered on 
the card beneath the name of the incompetent. Cards for persons acting 
in other representative or fiduciary capacities shall be prepared in a 
similar menner, Entor the notation "0, K," on the card prepared for 
xach person from the NCR-g17L if (1) such person has not refused to 
sien tho NOR-303L for tho farm, or (2) the WR317L docs not bear a 
notation that the farm was visited only for a program other than the 
1939 Agricultural Conservation Program. 


When substantially all Forms NCR-317L have been completed, ex- 
amine the master office record form to determine the number of farms for 
which Forms NCR~317L have not been prepared. ‘These farms will be repre= 
sented by the farm numbers on the naster office record form opposite 
which no check nark (Vv) has beon entored, Determine whether for any of 
such farns any person having an intcrest therein has filed. a proper request 
for inspection for any farm in the county. If so, prepare NCR-317b in 
accordance with the instructions in NCR-315L, reconcile NCR-317L with the 
master office record forn, and prepare 3" by 5" cards for the partics in 
interest whose nanes appoar on such NCR-317L as in other cases. 


Thereafter, prepare cards for each person whose name is listed on 
the master office record form op®osite farm numbers which have not been 
checked. Do not enter the notation "0. K." on cards prepared from ines" 
master office record form, 


After cards have been prepared they shall be arranged in alphabetical 
order, There should be as many cards for a person as there are farms in 
the county in which such person has an interest. To determine that the 
proper number of cards have been prepared, count such cards and compare the 
total obtained with the entry for "farms in the county" as shown on each 
of such person's cards, ‘The cards for any person who has an interest in 
more than onc farm in the county shall be arranged in order by minor civil 
division code and farm numbcr. 


The cards shall be divided into three groups. The first group shall 
contain the cards for those persons whose names appear on only one card, 
which card bears the notation "0. K." The second group shall contain the 
cards for those persons whose names appear on more than one card, all of 
which cards bear the notation "0, K." The third group shall contain (1) 
the cards for those persons whose names appear on only one card, which 
card does not bear the notation "0. KX." and (2) the cards for those persons 
whose names appear on more than one card, one or more of which cards do not 
bear the notation "0, K," 


If the card file has been properly prepared and if the notation 
"0, K," has been entered in accordance with these instructions, it will 
be possible to determine from the card file the name of each person who is 
eligible to execute an application for payment and the farm numbers of all 
farms with respect to which such porson may execute an application for pay~ 
mont. 
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B, PREPARATION OF FORM RFL?, 


RI? ‘shall be prepared in duplicate after completion of the card 
file, The first group of cards shall ve used in the preparation of RF-7, 
The State and county code, the name of the progrem, the name of the | 
Stato, the name of the county, and the shect number shall be entered at 
the top of RF=7, The mmbcr. "1" shall be assigned. to the first sheot, 
and. subsequent’ sheets thercof shall be numbered consecutively. 


Enter in column (b) the name of each person for whom only one 
card was prepared and on which card the notation "0, K." appears. Do 
not snter the neme of any person whose card does now beer the notation 
re) Tot Sees See ; 

e +e ; 
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Enter in column (c) the minor civil division code and farm number 


o 


for the farm, ‘The minor-civil division code shall be entered first and 
separated from the farm number by a dash. for exemple, "2-146" will meen 
minor civil division mumber 2, farm No. 146, Enter in column (a) the 
mumber of farms in other counties in the Stete in whicn such person has 
an interest. Snter in column (e) the number of farms in other States in 
which such person has an interest. These figures may be obtained from 
the card prepared for such person. 


‘As nemes, minor civil division codes, and farm numbers are being 
listed on RF-?, enter in colunn (a2) the serial number to be assigned to 
the application for payment which will be prepared for each person. 
Serial number "1" shall be entered opposite the first namo on the first 
sheet and serial numbers shall be assigned consecutively to the other 
persons whose names are Listed until a number has been entered opposite 
‘ever, name. The names of coowners or cooperators shall be considered as 
one name and a serial numbor shall be cntcred only opposite the name of 
the first of such coowners or cooperators,. as the case may be. 


The original of RF-7 must be transmitted to the State office 
either before or at the time the first transmittal of Forms NCR-32c5 is 
forwarded to the-.State office. The copy of RF-? shall be retained in the 
county office. 


(0... PREPARATION OF FOPM RF-£ 


When KF-? has been completed KF-8 shell be prepared in triplicate. 
‘The second group of cards shall be used in the preparation of RF-8, The 
State and county code, the nane of the program, the name of the State, 
the name of the county, md the sheet number shall be entered at the top 
of RES, The number "1" shall be assigned to the first sheet anc. su.b— 
sequont sheets thereof shall be numbored consecutively. 


Enter in column (b) the name and address of each person for whon 
more.than one card was prepared and on all of which cards the notation 
10.K." appears. Do not enter the name and address of any person if one 
or more of the cards for such person do not bear tHe otethotO, ai." 
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“nter in column (c) the mmber of farms in other counties in 
the State in which such person has an interest. Enter in column (a) 
the mmber of farms in other States in which such person has an interest. 
Count the cards prepared for such person and enter the total in column 
(ec), These figures may de obtained from any one of the cards prepared 
for such persone 


Hnter in columns (f) to (i), inclusive, the minor civil division 
codes and farm numbers listed on the cards prepared for such person. ti 
a person has an interest in more than four farms in the county, two or 
more lines may be used to list the minor civil division codes and farn 
numbers for such person. 


As names, addresses, minor civil division codes and farm numbers 
are being listed on RF-8, enter in column (a) the serial number to be 
assigned to the application for payment which will be prepared for cach 
person, Sorial number "7001" shall be entered opposite the first name 
on the first shoet and serial numbers shall be assigned consecutively to. 
other persons whose names aro listed until a number has beon entered op- 
posite overy name. The names of coowners of cooperators shall be con 
sidered ag one nance and a gorial number shall be entered only opposite 
the name of the first of such coowners of cooperators, as the case may 
be. 


The original and first copy of RF-8 shall be transmitted to the 
State office at the time RF-?7 is transmitted. The other copy of RF-8 
shall be retained in the county office. 


D. CORRECTION OF FORMS RF-7 and RF-3 


Since the purposes of RF-7 and RF-8 are to assure the use of the 

proper application form, to assure the inclusion on one application form 

of all date for farms in a county in which a person has an interest and to 
aid the State office in maintaining adequate records, accuracy and complete— 
ness of these forms are absolutely essential. If changes or additions are 
necessary after RF-7 and RF-8 have been forwarded to. the State.office, ame 
county office records should be corrected and the State office should be 
notificd promptly in the mannor hercinafter set forth, . 


If it is discovered that one or more names were inadvertently omitted 
from RF-7 or RF-8 a supplemental sheet of the applicable form listing such 
name or names must be prepared. If a name was listed on RF-7 when such 
name should have been listed on RF-8, it will be necessary to prepare a 
supplenental sheet of RF-8 listing the name and adcress of such persone. 

If a nane was listed on RF-8 when such name should have been listed on RE-7 
it will be necessary to prepere a supplemental sheet RF~7 listing the name 
of such person. In either case the word "Supplement" shall be typed above 
the title of the supplemental form, Otherwise, the form shall be prepared 
in the regular mannor, Scrial numbers and sheet numbers shall be assigned 
in the sane sorics as those used for the regular forms RF-7 and RF-8. for 
example, if tho number of the last sheet of RF-7 was n35" tho first sheet 
of the supplemental RF-7 shall be assigned the number "36", If the last 
nane of RF~7 was assigned the serial number "1219" the first name on the 
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first sheet of the supplemental RY-? shall be assigned the seria] number 
Wied. ; 


More than one name may be included on the same supplemental form. 
A memorandum indicating the reason for the inclusion of each name on the 
supplemental form most accompany such supplemental form when it is sub- 
mitted to the State office. In those cases where the change involves 
the transfer of a name from RF-7 to RF-8 or a transfer of a name from HF- 
8 to RF-7, the memorandum shall contain a request that the State office 
delete such name from the previous list submitted to the State office, 
Each memorandum listing corrections to be made on RF-7 or RF-8 shall be 
headed by the reference "Re; Correction on PF-7" or ‘Re: Correction on 
RF-8,'' as the case may be. 


If it is determined that a person whose name was listed on RF-8 is 
eligible to execute an application for payment for a farm or farms in 
addition to those for which farm numbers have been Listed on RF-8, the 
State office shall be advised of such fact by memorandum and requested to 
insert the farm number for each such additional farm on RE-Su tl OnsUpo. e— 
mental RF-8 should be prepared in such case. 


If it is determined that a person wiose name was listed on RF--8 
is not eligible to execute an application for payment for a farm or farms 
for which farm numbers were listed on RF-8, the State office shall be 
advised of such fact by memorandum anc requested to delote the farm 
number for each such farm from RF-8. No supplemental RF-7 should be 
prepared in such case unless the change involves a transfer of. such péer- 
son's name from RF-8 to RF-7. 


If it is determined that a person is eligible to execute an apoli- 
cation for payment for a farm or farms in addition to the farm for which 
the farm number was listed on RF-7, the State office shall be advised of 
this fact by memorandum and a supplemental RF-8 shall be prepared. 


If it is determined that a person whose name was listed on RF-7 
is not eligible to execute an application for payment with respect to 
the farm for which a farm number was listed on RF-7, the State office shall 
be advised of this fact by memorandum and requested to delete the name of 
such person and the farm number for such person from RF-7. No supplomental 
RF<7 should be prepared in such case. 


If a person whose name was listed on RF-7 or RF-8 dies, and it is 
determined that an administrator or executor or the heirs of the deceased 
are eligible to execute an application for payment with respect to the 
farms in which such person had an interest, the appropriate cards in the 
card file shall be corrected to show the name of such administrator, exe- 
cutor,.or heirs. A memorandum setting forth the facts of the case shall 
be forwarded to the State office together with a request that the necessary 
substitution of names be made on the RF-7 or RF~8 on file in the State 
office. The memorandum must include the address of the administrator, 
executor, or heirs of the estate, as the case may be. No supplemental 
RF? or RF-8 shall be prepared in such cases. 


OB ho 


If a person whose name was listed on RF-? or RF-8 is adjudged in- 
competent, or if a person whose name was listed on RF-7 or RF-8 as 
administrator, executor, trustee, guardian, committee, receiver, Con- 
servator, or other fiduciary is discharged from his representative — 
capacity the card for such person shall be corrected and the State office 
Shall be notified with respect to the corrections to be made on RF~7 or 
RF-8 in a manner similar to that set forth in the preceding paragraph. 


PART III, FARM COMPUTATION SHEETS 


Form NCR-3251 will be prepared for each NCR-317L covering farms 
participating in the 1939 Agricultural Conservation Program. 


All entries made on NCR-325L from NCR-317L must be made with ine 
delible pencil. 


Entries on all forms mist be made in such a manner as to result 
in clear and legible entries on all copies of such forms. Legible entries 
are necessary for the reason that applications for payment will be pre- 
pared therefrom. 


A. PREPARATION OF FARM COMPUTATION SHEET 


1. Prepare NCR-325L in triplicate (original and two copies). 
Enter the township code and farm number in the upper right- 
hand corner of the form. If the farm for which data are 
to be recorded on NOR-325L is the same identical farm as- 
that for which data are recorded on an NCR-225L, enter in 
the upper right-hand corner of NCR-325L the same farm 
number that was used on NCR-225L and enter an "X" follow- 
ing such farm number. If the 1939 farm is different from 
the 1938 farm, that is, if tracts of land have been added 
or taken away, do not enter an "X" following the farm 
number in the upper right-hand corner of NCR-325L. 


2. Make entries in Section I of NCR-325L as follows: 


a. If the farm number in the upper right-hand corner 
of NCR-325L is followed by an "X", obtain the 
county office copy of the NCR-225L which was pre- 
pared for such farm in 1938 and enter in 21(e) of 
NCR-325L the productivity balance value which ap- 
pears in 42(f) of NCR-2251. Make no other entries in 
Section I, lines 1 through el, inclusive: 


b. If the farm number in the upper right-hand corner of 
NCR-325L is not followed by an "X", obtain data from 
NCR-217L or NCR-225L and make entries on lines 1 
through 21 as follows: 


(2) 
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Mnter in column (a) the land use or land 
treatment codes. All land use or land treat- 
ment codes for the same field should be entered 
on consecutive lines. 


Enter in column (b) the acres or units for 

each land use code. #@neircle all entries which 
do not reoresent acres of cropland, such as 
units of fertilizer, limestone, etc. Where the 
same acreage of cropland is listed more than once 
encircle all entries for such field other than 
the first. 


Gnter in column (c) the productivity factors. 
Obtain these factors from NCR~225L or NCR-cO1L. 


Znter in column (f) the percent of slope for 
each field which has a minus productivity factor 
in column (c). 


Bnter in 21(b) the 1938 cropland acreage. The 
entry in 21(>) must equal the sum of the un- 
encircled entries in column ‘b), lines 1 through 
oe 


Obtain data from NOR-317L and make entries on lincs De 
through 42, inclusive, as follows: 


(1) 


“Znter in column (a) the land use or land treat- 


ment codes. All land use or land treatment 
codes for the samc Zield shovld be entered on 
consecutive lines. 


Bnter in column (b) the acres or units for cach 
Lend use code. BEncircle all entries which do 
not represent cropland. ‘There the same acreage 
of crovland is listed more than once, encircle 
all entries for such field other than the first. 
Pneircle all entries onvosite which code Ya or 
9h anvears in column (a). 


Enter in column (c) the productivity factors. 
Obtain these fectors from MOR-301L. If code 

9a is entered in column (a) the productivity 
factor to be entered in column (c) opvosite 

such code shall be obtained by multiplying the 
slope in column (f) by 4.03. This factor shall 
be rounded to two decimal places. If code 9b is 
entered in column (a), obtain the productivity 
factor to be entered in column (c) opposite such 
code as follows: 
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(a) For the encircled acreage in column (b) 

- opposite code 9b which corresponds with 
the unencircled acreage opposite which appears 
codes 2a, 24, 2g, 5a, to so, inclusive, 6D, 
6c, or 6a, the productivity factor in column 
(c) shall be obtained by multiplying the 
entry in column (f) by #.06. This factor 
shall bo rounded to two decimal places. 


(bp) For the encircled acreage in column (bd) op 
posite code 9b which corresponds with un- 
encircled acreages opposite which codes 2b, 
2c, Be, Bf, or 2h appear in column (a), 
obtain the productivity factor in column (c) 
by multiplying the entry in column (f) by 
£0: This factor shall be rounded to two 
decimal places. 


For oxample, if a 20 acre field with a 5 
porcent slope is strip cropped on the con- 
tour with alternate strips of corn and wheat 
of cqual width, ontrics would be made in 
columns (a), (>), and (c), as follows: 


Col. (a) Cobetb) Cole () 
ca 10.0 “260 
90 0.0) 40.3 
2b 10,0 ot 
eis 10.0) #0.15 


In this example if alfalfa or any other 
positive value crop had been grown in alter= 
nate strips with the corn, code 9b wovld have 
been avplicable only to the acreage devoted 
to corn since credit is given under code 9b 
for negative value crops only. 


(4) Enter in column (f) the percent of slope for every 
field, If code 9a or 9b is entered in column (a), 
be sure that the slope in column (f) is not less 
than 2 pergent nor more than 24 percent. 


(5) Enter in 42(b) the 1939 cropland acreage. The entry 
in 42(b) must equal the sum of the unencircled 


entries in column (b), lines 22 through 40, ine ; 

Clusive’. ' 

5, Make entries in Section III of NCR-325 as follows: i 
| ° 


a. Snter in column (a) the practice numbers of the pasture 
land practices carried out, Obtain such entries from 
Section III, column (h) of WOR-317L. Use a separate 
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line for each practice. Practices carried out wit 
labor, seed, or materials furnished entirely by any 
Federal or State agency other than the Agricultural 
Adjustmont Administration shall not, be counted as a 
practice eligible for payment. If a portion of the 
labor, seod, or ‘other naterials tised jn carrying out 
any practics is furnished by & Stato or Federal 
agency and such portion represents one-half or moro 
of the total cost of carrying out such practico, do 
not enter such practice in Section III. ie 


Enter in column (b) the mumber of units of each 
oractice carried out, Obtain such entries from 
Section III, column (g) of NCR-317L, In the case of 
Zertilizing material, each 100 pounds shall consti- 
tute one unit and in the case of liming material, each 
ton shall constitute one unit. If the portion of the 
labor, seed, or other materials used in carrying out 
any practice furnished by a State or Federal agency 
represents loss than onc-half of the total cost of 
carrying out such practico, onter in Seetion III, 
column (b), one-half of tho mmbor of units of such 
practice which was carricd out on the farn, 


Enter in column (c) the rate per unit for each practice. 
Obtain such rates from Section V of NCR-gollL. 


Enter in 7(a) the acreage of noncropland pasture. Do 
not make any entry in *(d) unless there are practices 
shown in column (a). 


Make entries in Section IV as follows: 


Cle 


Enter in item 1 the total acreage in the farm. Obtain 
such entry from Section III of NCR-317L opposite the 
words "Acres in farm," 


Enter in item 3 the acreage of trees planted on the 
farm in 1939. Obtain such entry from Section III, 
column (g) of NOR-317L. If a portion of the labor or 
other material used in carrying out any tree planting 
practice is furnished by a State or Federal agency and 
such portion represents one-half or more of the total 
cost of carrying out such practice, do not enter such 
troo planting practice in Section IV, If the portion 
contributod by a Stato or Federal agency represcnts less 
than one~half of the total cost of such trec-planting 
practico, enter in Section IV, itom 3, one+half of the 
acronge of trees planted. 
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| 5. Make entries in Section V as follows: 


a. Enter the name and address of each person whose name 
appears in Section I of NOR-317L and enter above the 
name of each person the serial number for such person 
shown on RF-? or RF-8. If such person is not eligible 
to participate in the 1939 Licking County Agricultural 
Gonsorvation Program, his name will not appear on RF-7 
or RF-8 and conscquently no serial number will bo 
availeble. In such cases entcr "XXX" in the space for 
the serial number. ‘The address of the person need not 
be shown if "XXX" is entered above such person's name, 


(1) In the case of an individual, print the name of 
the applicant in the same style as such name 
appears on NCR-317L. 


(2) In the case of cosigners print the names of the 
applicants in the same style as such names appear 
on NCR-317L. Insert the word "and" between the 
names of such cosignerse 


(3) In the case of a sole proprietorship, partnership, 
or corporation, print the name of such sole 
proprietorship, partnership, or corporation. 


(4) In the case of an administrator, executor, oF 
guardian, print the name of the applicant on three 
lines, Print the name of the administrator, 
executor, or guardian and the title (abbreviated) 
on the first line; the words “of the estate of" on 
the second line; and the name of the deceased, 
incompetont, or minor, together with the designation® | 
Naoceased, " "inesapetent," or "minor" (abbreviated) © 
on*the ‘third’ Lime. 


(5) In the case of a receiver, trustee, liquidator, or 
person acting in a similar capacity, print the name 
of the applicant on two lines. Print the name and 
title (abbreviated) of the receiver, trustee, or 
liquidator, on the first line and the name of the 
yank or institution for which the receiver, trustee, 
or liquidator, is acting on the second line, : 


(6) Inthe case of a State, county, municipality, or 
ageucy thereof, print the name of such State, county, 


municipality, or agencye 


(7) In the case of an agent, print the name of the 


_principeal for whom the agent is acting. if 4hs 
agent represents an estate or the heirs of an 
estate and the names of tne heirs are not dis- 
closed, print the name of the agent followed by 
the words "Agent for the estate of igeee li y 
deceased," or "Agcnt for the heirs of , 
deceasod, " 


b>, Whero there are more than three persons who have an 
interest in the farm additional Forms NOR-325L shall be 
used, The State and county code and farm number shall 
be entered on such additional Forms MWOR-S25L. However, 
no entries shall be made in Sections I, II, and III. 
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Make entries in columns (e), (bh), and (x) as follows: 


(1) Enter under the name of each person on line l, 
2, ov 3 the percentage share of such person in 
the payment or deduction shown in column Ce) or 
(c) on such line. Obtain such entries from 
Section III of NCR-317L, from NOR-317b, or from 
ACP-95, If the percentage shares for a person 
in the cropland conserving payment, pasture land 
conserving payment, and tree planting payment 
are the same, make no ontries on line 1, 2, or 
3, but enter such percentage share on line 5. 


d. If any person for whom a serial number has been 
entered, has made an assignment, enter on line ¢ beneath 
the name of such person the name and address of the as= 
signee and the unpaid amount of the assignment. Do not 
enter the data with respect to the assignment if Part 
III of ACP-69 has been executed, or if Part II of the 
ACP-69 has not been executed, Jf an ACP-69 and an AAA- 
372 are both submitted with respect to the same farn, 
disregard the one which was filed lastueteet 135 2. atl 
ACP-69 is on file in the county office and an AAS-372 is 
subsequently receivod, disregard the AAA-372. If on AAA- 
379 ig first filed in the county office, treat such form 
the sane as though it were an ACP-69.. However, re nears 
is no amount shown on AAA-372 but in licu theroof a ¢, 
entry has becn made, enter such % ontry in the space for 
tho amount on line 8 of NCR-Ge5l. 


6, After the entry work has been completed in connection with 
Forms NCR-325L, a review shall be made of a sufficient mumber 
of such forms to assure accuracy. 
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BR, TRANSMITTAL OF FARM COMPUTATION SHEETS TO STATE OFFICE 


The minimum number of farm computation sheets which may be in- 
cluded in the first transmittal and the number of transmittals which may 
be made shall be fixed by the State committee. 


All farm computstion sheets shall be listed on RF-10, entitled 
"Transmittal Sheet for Forms -------. !! RF-10 shall be prepared in ac- 
cordance with the instructions on the reverse side of such form. All 
data on RF-10 shall be typed. Before the farm numbers are entered in 
Section I of RF-10, the farm computation sheets being transmitted shall 
be arranged in order by minor civil division and farm number. If there 
are more than 40 farm computation sheets for any minor civil division the 
farm numbers of such farm computation sheets shall not be listed on the 
same sheet of RF-10 with the farm numbers for farm computation sheets for 
other minor civil divisions, unless the total number of farm computation 
sheets for the two or more minor civil divisions is less than 75, in which 
case the farm numbers of the farm computation sheets for such minor civil 
divisions may be listed on one sheet of RF-10. For the purpose of check- 
ing in the State office 4t is undesirable to list the farm numbers of 
farm computation sheets in one minor civil division with those of another, 
unless the farm numbers of the farm computation sheets for both minor 
civil divisions may be listed on one sheet of RF-10. 


The original and both copies of NCR-325L and the original and the 
first copy of RF-10 shall be forwarded to the State office. The county 
office copy of RF-10 shall be filed in the county office. In those cases 
where any person shares in the pasture land conserving payment, or the 
tree planting conserving payment for a farm ina percentage other than 
100% or 50%, the NCR-325L mst be accompanied by the original and one 
copy of NCR-317b. 


In the event an error is discovered in a farm computation sheet 
after such farm comoutation sheet has been transmitted to the State office, 
the State office shall be notified of such error by means of a memorandum 
explaining the nature of the correction desired and the reasons therefor. 
Reference shall be made to the minor civil division code and the farm 
number of the farm computation sheet and to the sheet number of RF-10 on 
which:the farm number of such farm computation sheet was listed in order 
that the incorrect farm computation sheet may pe readily located. If it 
is deemed advisable, a corrected farm computation sheet may be submitted 
with the memorandum to replace the incorrect farm computation sheet. 


C, HANDLING: SUSPENDED FARM COMPUTATION SHEETS 


All data avnearing on farm computation sheets will be carefully 
checked in the State office. “herever possible, errors made by the county 
office on farm computation sheets will be corrected in the State office. 
If an error on a farm computation sheet is corrected in the State office, 
corrections will be made on both the original and copies of NOR-325L in 
the State office. Copies of approved farm computation sheets and a copy 
of RF-10 will be returned to the county office. 
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If an error on a farm computation cannot be corrected in the 
State office the original and the covies thereof will be returned to uh 
the county office, together with RF-4 indicating the error on the farm 
Computation sheet. The farm numbers of farm computation sheets which 
cannot be corrected in the State office will be listed in Section IT-of- 
the copy of RF-10 returned to the county office. The farm computation 
sheets included in a transmittal which are not listed in Section II of 
the copy of RF-10 returned to the county office may be considered aa ap- 
proved by the State office. The county office copies of farm computation 
sheets which have been approved and the county office copies of RF-10 shall 
be filed in the county office. oe 


‘hen farm computation sheets which have been returned to the county 
office for correction are ready for return to the State office such forms 
shall be listed on the same sheet of RF-10 with farm computation sheets 
which are being transmitted to the State office for the first time. All 
farm computation sheets which were returned to the county office Pox 
correction shall be returned to the State office as soon as possible. If 
a new farm computation sheet is prevared to replace the farm computation 
sheet which was returned to the county office for correction, both forms 
shall be forwarded to the State office at the same time. There shall be 
entered on the old farm computation sheet the words "Replaced by corrected 
farm computation sheet." Such words should also be entered on the county 
office copy of the farm computation sheet, or such copy may be destroyed. 


PART IV, APPLICATIONS FOR PAYMANT 


After applications for payment have been prepared in the State 
office and the amounts of payment to be made thereunder have been computed 
and entered thereon, the original and two copies of such applications for 
payment will be transmitted to the county office for the signatures of 
applicants and the certification of the county committee. The serial 
numbers of the applications for payment will be listed on RF-9, Transmit- 
ta soce, forrorms ©» ~~~ . Payment applications and no payment ap- 
plications will be listed on separate sheets of RF-9. Upon receipt of 
a transmittal of applications for payment the county office will check 
the serial numbers of the applications against the serial numbers listed 
on RF-9 to determine that an apolication is present for each serial number 
listed on RF-9. 


A. SIGNATURES OF PRODUCERS 


Payment applications shall be signed by the applicants in inkvor 
indelible pencil. Community meetings shall be held where practicable for 
the purvose of obtaining signatures on applications for payment. The 
notice of such meetings should emphasize the fact that the applicants 
should come prepared to check the accuracy of the data appearing on 
their applications for payment. At the meetings a member of the county 
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committec or some other qualified person, together with the avplicant, 
should carefully review the data on the application irrespective of 
whether it is a payment or no payment annlication. When the data have 
been determined to be correct, the applicant should be requested to 

sign payment applications in the space provided for his signature. Ap- 
plicants should not be requested to sign no payment applications. How- 
ever, the reason for the applicant's failure to earn a payment should be 
explained to him. A person who has an interest in only one farm in the 
county shall sign Form NOR-326L in Section VI. A person who has an 
interest in more than one farm in the county shall sign Form NCR-327L in 
Section III. All persons should be requested to sign their names exactly 
as they have been printed, except if a name has been incorrectly spelled, 
the producer should sign his name correctly and the spelling of the 
orinted name should be changed, The last copy of the application for pay- 
ment should be given to the apolicant. Payment applications which are 
not signed at community meetings should be mailed to apnlicants for. 
Signatures. Payment applications which are mailed for signature must be 
accompanied. by a letter containing the following: 


Mr. i : ’ 


] 
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Dear Cooperator: Enclosed herewith are the original and two copies of 
your application for payment under the 1939 Agricultural Conservation 
Program covering the farm or farms in this county in which you have an 
interest. Please sign all three copies in ink or indelible pencil in the 
space indicated by a check mark (\/); enter the date of signing and return 
the original and one copy to Mr. Chairman 
County Agricultural Conservation Committee, ; " 

Before you sign this application for payment you should carefully 
examine all of the data shown thereon. If data for all farms in this 
county in which you have an interest are not included in this application 
for payment, or if you have evidence showing that the payments or other 
data are not correct, please forward such evidence to this office im- — 
mediately, together with the enclosed application for payment in.order 
that any necessary corrections may be made before you affix your signature 
thereto. " 

In signing your name, please use the same spelling as is used in 
your printed name unless your name has been incorrectly spelled, in which 
case you should sign your name correctly and advise this office of the 
error in your printed name at the time you. return the application for pay- 
ment to this office. If your address is incorrectly shown on the appli- 
cation for payment, notify this office of the correct address at the time 
you return the signed application for payment to this office. 


Very truly yours, 


Chairman, County Agricultural 
Conservation Committee. 
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A copy of no payment applications which are not discussed with 
applicants should be mailed to them accompanied by a letter setting 
forth the reason why the applicant failed to earn a payment. A copy of 
such letter shall be filed with the original and the other copies of such 
: ; ’ 0 a 
no payment application in the county office. 


If the signature of an applicant is printed or is affixed by mark 
or in other than English script such signature must be witnessed by at 
least one disinterested person whose signature must be in English script, 
in the original, and handwritten. 


The signature of a person who signs an application for payment in 
his individual capacity should be in the style in which he customarily 
signs business documents; i. e., "John H. Doe" or "John Doe." The 
signatures of cosigners on applications for payment should be in the style 
in which they customarily sign business documents. The application for 
payment should be signed by each cosigner; i. e., "John H. Doe," "Harry 
Doe." The signature of a sole proprietor on an application for vayment on 
behalf of a business owned or controlled b: him should reveal the name of 
the company which he is operating followed by his name and the words "Sole 
Proprietor"; i. e., "XYZ Company dy John H. Doe, Sole Proprietor." 


If the signature of an applicant in Section VI of an NCR-326L or 

in Section III of an NOR-327L is that of a person acting in a representa- 
tive or fiduciary capacity, such person should disclose in his signature 
the name of the principal for whom he is acting and the capacity in which 
he is acting. In the case of an agent representing an estate or the heirs 
of an estate, his signature may be regarded as acceptable if followed by 
Peeeworos “ieent of une estare’ or === SU-'Ro = ~sane i eiaiis = deceased," 
erent for the heirs of ~ — ="S2YSP=40%5 a= She ofan aie © deceased." 
The following are examples of acceptable signatures of persons acting in 
representative or fiduciary capacities: 


1, An agent, 
a. John H. Doe by Richard Roe, Agent. 
bd. Jones and Smith, a Partnership, by Richard Roe, Agent. 
c, ABC Company by Richard Roe, Agent. 
d. John Doe, Agent for the heirs of Richard Roe, deceased. 
2. An executor, 
a. John H. Doe, Executor of the estate of Richard Roe, de- 
ceased, 
3. An administrator, 
a. John H. Doe, Administrator of the estate of Richard Roe, 
deceased. 
4, <A guardian or committee, 
a. John H. Doe, Guardian (or Committee) of the estate of 
Harry Roe, minor (or Incompetent). 
5. A receiver or liquidator, 
a. John H. Doe, Receiver (or Liquidator) of ABC Company, 
Lhe. 
6. A trustee, * 
a. John H. Doe, Trustee for the heirs of Richard Roe, de- 
ceased. 
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7 § State, County or Municipal Officer, 
a. Douglas County, Michigan, by John H. Doe, County 
Commissioner. 
8, A member of a partnership, 
a. Smith and Jones, by John Smith, a Partner. 
An officer of a corporation, 
a. ABC Company, Inc., by Richard Roe, President. 


CO 


Check Forms NCR-326L and NCR-327L to determine that the signature 
of the applicant in Section VI of NCR-326L is the same as the printed 
name of the applicant and that the signature of the applicant in Section 
III of NOR-327L is the same as the printed name of the apolicant. If 
the printed name of the applicant and the signature of the applicant do 
not agree, determine whether such names refer to the same person and if 
so correct the printed name of the apolicant to agree with the signature 
of the applicant. Any correction in the printed name of the applicant | 
should be initialed by the member of the county committee who signs the 
certification of the county committee on the application for payment. | 


B. CERTIFICATION 


After applications for payment have been properly signed they 
shall be certified by a member of the county committee who shall sign 
an Sectyon VIL of NCR-326 and Section IV of NCR-327L. Such signatures 
must be in ink or indelible pencil. eyes: -. 


. Hach correction on an application for payment, other than entries 

in Section IV of NCR-326L and in Section Il of NCR-327L which are the 
result of computations, must be initialed by the member of the county. 
committee who certifies the application. 


C. TRANSMITTAL OF APPLICATIONS FOR PAYMENT TO STATE OFFICE 


The minimum number of applications for payment which may be in- 
cluded in a transmittal and the number of transmittals which may be made 
shall be fixed by the State office. 


When payment applications have been signed and certified by a 
member of the county committee and are ready for transmittal to the 
State office, RF-10 shall be prepared in accordance with the instructions 
on the reverse side of such form. All data on RF-10 shall be typed. 
Before the serial numbers of applications for payment being transmitted 
are entered’ in Section I of RF-10, such applications shall be arranged in 
serial number order. . 


The original of applications for payment and the original and the 
first copy of RF-10 shall be forwarded to the State office. The county 
office copies of applications for payment shall be filed in the county 
office in serial number order. The county office copy of RF-10 shall be 
filed in the county office in sheet number order. 
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In the event an error is discovered in an apolication for payment 
after such application for payment has been transmitted to the State 
office, the State office shall be notified of such error by means of a 
memorandum. Reference shall be made to the serial number of the apnpli- 
cation for payment and to the sheet number of RF-10 on which the appli- 
cation was listed. 


D. HANDLING SUSPENDED APPLICATIONS FOR PAYMENT 


All data appearing on applications for payment will be carefully 
checked in the State office. If an application for payment cannot 
be approved in the State office, it will be returned to the county office, 
together with RF-4 indicating the error on the application for payment. 
The serial numbers of applications for payment which cannot be approved 
in the State office will be listed in Section II of the county office copy 
of RF-10. The applications for payment included in a transmittal which 
are not listed in Section II of the county office copy of RF-10 may be 
considered approved by the State office. The county office copy of RF-10 
which is returned by the State office shall be listed in the county office. 


When applications for payment which have been returned to the county 
office for correction are ready for return to the State office, such 
forms shall be listed on the same sheet of RF-10 with applications for pay- 
ment which are being transmitted to the State office for the first time. 
All applications for payment which are returned to the county office for 
correction shall be returned to the State office as soon as possible. 


PART V, MAILING FARM COMPUTATION SHEETS AND APPLICATIONS FOR PAYMENT 
AND RELATED FORMS 


If the forms to be mailed weigh four pounds or less such forms may be 
sent by the United States Postal Service without charge if it is indicated 
on the package that the Government free mailing privilege is being used. 

If the forms to be mailed weigh more than four pounds, they should be sent 
by parcel post, in which case the postage shall be prepaid. All forms which 
are being mailed to applicants may be mailed without charge in envelopes 

of the Agricultural Adjustment Administration. However, under no circum- 
stances shall envelopes of the Agricultural Adjustment Administration be 
sent to applicants for their use in returning such forms. All forms which 
are mailed must be wrapped in a manner that will assure the arrival of such 
forms at the destination in good condition. Particular attention should 

be given to the wrapping of farm computation sheets which are mailed to 

the State office with the carbon paper inserted. Improper wrapping of such 
forms may cause smearing of carbons and will necessitate the reexecution of 
such forms. 


PART VI, HANDLING OF CASES INVOLVING UNDELIVERED CHECKS, 
LOST CHECKS, DECEASED OR INCOMPETENT APPLICANTS, 
CLAIMS, AND REFUNDS 


Cases involving undelivered checks, lost checks, deceased or incom- 
petent apolicants, claims, and refunds, shall be handled in accordance with 
the procedure in Part VI of NCR-Z23(II) issued June 16, 1939, except that 


adjustment applications will be prepared in the State office instead of in 
the county office. 


Pes rat Ae tit ae i se dea dt hie. 
4), Parr he, j § 7 el Pe ea. 

a Say ee ia wah toys! } Se & hoMiten @ r 
Ete af) ‘Tr % ip am ce Pee wee, sie ole tie e are agua 
ideas ot? Ashi co OLN We send ei wt ial 


A 
mt AY. 


| 
y, i ‘¢ ich iI 
| RAY Sy ator ane es aster i oma onan = 

= - - ‘Sa : rf ts 


; ; nr J bi Bee ee ts alt qa 
Rah Mt rhe hg Heth yas tas ig Rs 3 a Haary, ewe. : ae ws a stun a st gene se wart penta 
tf er a Ses nih ee en ha? J othe ig oe) oh La , eed ip oH + 

R ad’. off beige’ oe gcd gk aoa vrmath ante eee g 
<b, err. pet | Pree Pre 4 te ie 

i 


ee ee? f f v4 
re ‘ a # sins Salt vt) ah yes - td ee Jeet: 
we vf bedoit oa fibw onttie a # 
I ied parent? sy tod tne ved} enn ST 
? wired re) iy! } . hy Pena?’ « 
| | pe a neehnbet 
) o>. Um Yan aga! eng Os: bacrvtwit ® 
ie 2 8 pad aes ‘- ue ait ree vo Sap tenes cingn west pe 
9 O. Stetl om? H4 wig | uber One noe Noe gey - 
.7 fan ite Oh to degen oem ents ge newnee) ae in | 
ve ah: OF BOT 2O OFLEE « “ i 4 Sp fe terest ale ime aang 
wae WOOO net es ee fe he ey Beer yw dearer tek ae hang 
PEtGed to foot an galTSo vrata oad ae Soriitae ag er is 00h 
MON BIOTA. : ty thee eee MLE “AMOUR y Dae Rare Li 4 
| Car ke. Ge - eh it atolt oe <6 
MM ach deel to beeen o terol: ‘Ss ‘ow belient oF ot nite? met ye. : 
Me A i wytet Sohatle mode hat ener Seine oe 
Euypsgee ee Fad’ | eal tes y eed tr shih tremerereo of? Sore fam 
4 he a fi? sei meres Sik Saket Hit sobs ie o Feaet mt i anaoR 
ne ve A, .Siigtan, stata ogataog, sate ote Gude eb pile 
ay wth, nm wl csipageret 4 bide tye p fiom on ew ¢ a Fog eget —- * bot ines | us y 
Ti te ela tavew® an lrerteaetada doomdey UES. Later Cane ‘cn tw 
Ee Gane Lee f ra feo hey Pid LOR ye A Lee ae. gift * to nwgod ‘rane | vito Ae: 
rare OP GitkS ph 4 ys MT a Foret, cl cae mi a a onmedy ~—" 
re Ds Sgt Say. wiewee Lolo "et CRN 8: Mlk, peaienee vo. tai 
‘emt We tanta TAgetseces coking deen Ot ee 
OT MeL ig 4 he +O Re hte ei oh rite py wea deta Baty plore dt 


Ev7 os 7. ea Ce whe hagret Reet M y he PREC Thy He UA oral eat ate te | 
fe cleanest of? ‘$te3 Tienewe [Liv bag at soda Me > panne van 

& me « “— — cial yet! eo, +t A: ibn B: fan 

seg seh a si ‘a 


lp 


oe bn Sy VV ny el 2 nails. it Whey eas 


us sila 
eo ar AY Wi ge UMS > ay : a 
Cert etehscote of Bethwad of hi taste. 


Cee salibicns 44 « 
> . Uo 


Si: ee BOT oS sel Soar Tai a ee 
tt 26 baetow vote he enue leit inh * song | 


Missing: 32-336 


